STANDARD CORE PERSONNEL DOCUMENT                                                                           Number:  9G622

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G622

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
54ZA

TARGET GRADE:         07
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Human Resources Assistant (Recruitment & Placement/OA), GS-0203-07

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

PAY
     Civilian Personnel

1ST SKILL CODE:
40%
AGLPPK1BG
Personnel Clerk/Assistant/Staffing/Recruiting

2ND SKILL CODE:
35%
AGLPPK1BJ
Personnel Clerk/Assistant/Staffing/Placement

3RD SKILL CODE:
25%
OASCPX
Office Automation Clerk-Assistant/Data Systems Support

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 03/21/03

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:

[image: image1.wmf]Rater/Supv.

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 provide assistance in support of the installation Civilian Personnel Affirmative Employment Office.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:  

The organizational goals or objectives of this position are:  

__________________________________________________________________________________________________

DUTY 1:







%
Critical
Performs the full range of tasks in filling positions.   Exercises considerable independence in performing recruitment and placement tasks involved in filling a variety of lower-grade clerical, administrative, technician, and semi-skilled wage grade positions.  Analyzes vacant positions to establish the knowledges, skills, and abilities required for effective work performance.  Conducts job analyses to establish crediting plans and supplements.  Determines and utilizes recruitment sources known to produce qualified candidates.  For non-competitive actions, screens applications to determine that the target position is appropriately applied for and that minimum qualifications are met.  Maintains continuing coordination between supervisors and the Air Force Personnel Center (AFPC) staffers in filling positions.  Prepares requests for OPM/DEU (Office of Personnel Management/ Delegated Examining Unit) certificates of eligibles.  Ensures the accuracy of the effective dates, presence of supporting documentation, and validity of nature of action codes for personnel actions.  Identifies training needs and probationary requirements for newly selected supervisors.

STANDARDS:

A.   Almost always effectively determines recruitment sources known to produce qualified candidates.

B.  With few exceptions, accurately analyzes positions to establish knowledges, skills, and abilities.

C.   Usually performs effective job analyses to establish crediting plans and supplements.

KSA:  1, 3, 5

__________________________________________________________________________________________________
DUTY 2:







%
Critical

Performs functions involved with the DOD Priority Placement Program (PPP) and other special hiring programs.  Maintains systems for and assists specialists in determining if the PPP, local priority placement program, and other special hiring programs, such as the military spouse priority program, and programs having special hiring authorities (e.g., Student Temporary Employment Program and Student Educational Employment Program) are appropriate in filling vacant position.  Reviews all available data and automated products which list candidates having priority in placement such as veterans, spouses, and stopper candidates, and takes appropriate action to update automated systems as data changes and candidates are added or dropped.   Determines candidate registration eligibility, registration period, referral priorities, grades and pay systems, and skills and qualifications required; maintains this information; and provides referrals.  Registers eligible employees for PPP and Reemployment Priority List (RPL).  Upon receipt of PPP resumes, retrieves, logs, and distributes them.  Inputs all requisitions into the Automated Stopper and Referral System (ASARS) computer system.  Clears fill requests through the PPP.  Coordinates referral priorities under the priority placement and special hiring programs.  Participates with specialists in determining matches, making position offers, and closing out requisitions.  Maintains log and supporting program files.

STANDARDS:

A.   With rare exception, properly coordinates placement program priorities.

B.   With rare exception, correctly determines registration eligibility, registration period, referral priorities, and grades and pay systems.

C.  Routinely clears fill requests through the PPP in a timely manner.

KSA:  1, 2, 3, 5

DUTY 3:







%
Critical

Monitors the Automated Security Clearance Approval System (ASCAS).  Performs quality control of the ASCAS listing by reviewing periodically for open investigations.  Processes necessary tracers in the data system to obtain status of pending investigations.  Maintains and monitors the files until investigations are completed.  Responds to standard error messages and edit listings for the Defense Civilian Personnel Data System (DCPDS) to ensure accuracy and currency of security data.  Reviews employee data to identify errors and makes necessary database corrections.  Retrieves employee data from the automated system.  Using stored data, prepares various reports for the supervisor and others.  Processes and maintains records of State Criminal History Repository Checks, staying in contact with appropriate state agencies.   

STANDARDS:

A.  With few exceptions, ensures security investigation packages are completed, processed, and tracked in a timely manner.
B.  Usually responds to data system error messages and works edit listings in a timely manner.
C.  With rare exception, properly maintains files of State Criminal History Repository Checks. 
KSA:  1, 2, 6

__________________________________________________________________________________________________

DUTY 4:







%
Critical

Performs a variety of recruitment and placement support duties.   Based upon data gleaned from official files and automated records, prepares correspondence, memoranda, and one-time reports on a variety of recruitment placement activities such as strength figures, vacancy reports, and status reports.  Drafts responses to Congressional or higher headquarters and AFPC inquiries.  Drafts responses to supervisors and employees regarding recruitment and placement activities.  Participates with higher-graded employees in composing handouts and training materials for New Employee Orientation sessions and training programs.  Responds to visitors and callers inquiries by furnishing information concerning a variety of programs and employment entitlements such as central skills bank, military spouse preference, and career programs.  Participates with specialists in conducting evaluation of program effectiveness and proposing improved processes.  Prepares handouts and training materials used in orientations of employees and new supervisors.  Participates in special recruitment initiatives such as paid advertisements, job fairs, and job information seminars, to promote employment opportunities and inform potential candidates of employment procedures.   

STANDARDS:

A.  With few exceptions, gathers appropriate data and prepares accurate and timely correspondence and reports.

B.  Almost always effectively participates in special projects and initiatives.

KSA:  1, 2, 3, 4, 5, 6

 __________________________________________________________________________________________________
DUTY 5:







%
Critical



Uses multiple office automation software with varied functions to produce a wide range of documents, formats, etc. Specific processing functions involved require a varying number and sequence of steps and use of different functions from one assignment to another.  Uses word-processing software to create, copy, edit, store, retrieve, and print forms, memos, and letters; uses existing database or spreadsheet software to create, enter, revise, sort or calculate, and retrieve data for reports; and uses graphic software to provide graphs and charts for reports and presentations.  Independently carries out familiar assignments in accordance with previous instructions, standard procedures for creating documents, or entering or retrieving data, and established use of software packages.  Recognizes differences in existing procedures and applications and makes choices from among established alternatives.  Steps and procedures differ in terms of the type of document or specific report to be produced or edited, the specific formatting required for a document, the existence of prerecorded formats, and other differences of a factual nature.  Transmits and receives documents and messages electronically using personal computers or workstations that are networked or linked to other computers or workstations.

STANDARDS:

A.  Typically utilizes multiple automated programs effectively and appropriately to produce/develop accurate and useful documents.

B.  Routinely receives, processes, transmits, and/or forwards electronic messages and documents promptly and appropriately.

KSA:  4, 5

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of an extensive body of recruitment and placement rules, procedures, and operations to perform a wide variety of interrelated or nonstandard support work assignments involved in the fill of a variety of lower-graded clerical, administrative, technician, and semi-skilled wage grade positions.

2.  Knowledge of the DCPDS to input, store, retrieve data and perform quality review of data elements.

3.  Knowledge of techniques for applying qualification standards. 

4.  Knowledge of word processing automation software functions to support office operations and produce a variety of textual, such as letters, reports, memos and form letters.

5.  Skill in typing; a qualified typist is required.

6.  Ability to communicate, both orally and in writing.

_________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-4
550 Points

-- Knowledge of an extensive body of recruitment and placement rules, procedures, or operations to perform a wide variety of interrelated and/or nonstandard duties such as reviewing job requirements and determining and utilizing recruitment sources to produce qualified candidates for lower-graded clerk, assistant, technician, and semi-skilled wage grade positions; coordinate placement priorities for filling positions; participating with specialists in applying specified factors to rank order applicants on registers; and identify training needs and probationary requirements for newly selected supervisors.

-- Knowledge of the nature and capability of word processing software procedures and function keys to perform a substantial range of functions, such as generating table of contents, importing graphs or databases, creating glossaries, aligning multiple columns, automatically printing document identification or other notations at the top or bottom of each page, and creating form letters and automatically merge these with mailing lists. 

-- A fully qualified typist is required.                                                                   

-- Skill in entering and retrieving data, and correcting data errors in DCPDS.

-- Ability to communicate, both orally and in writing.
-- Ability to make decisions, resolve problems or discrepancies based on knowledge of personnel processing rules, regulations, and procedures. 

Factor 2, Supervisory Controls





Level 2-3
275 Points

The supervisor makes assignments by outlining or discussing issues, and defining objectives, priorities, and deadlines.  Further assistance is provided in unusual situations, which do not have clear precedents.  Assignments are usually performed with considerable independence.  The employee plans and carries out the successive steps of assignments and handles problems and deviations in the work assignments in accordance with instructions, policies, previous training, or accepted practices in the occupation.   Adjustments in work processes will be made based on established practices and procedures.  The employee may consult with the supervisor about alternative courses of action.  New or controversial issues are referred to the supervisor for direction.  When the employee assists specialists in performing segments of more complex technical operations, the work may be subject to close technical guidance and control.  Completed work, such as job analyses, is reviewed for technical soundness, appropriateness, and conformity to policy and requirements.   

Factor 3, Guidelines






Level 3-3
275 Points

The guidelines include standard reference materials and manuals such as the OPM qualification standards, the DoD Priority Placement Program Manual, and other special hiring program directives.  These guidelines are not always directly applicable to work assignments and may lack specificity.  The employee must select and interpret or adapt available guidelines and decide how to complete various transactions.  The employee must exercise judgment in devising more efficient methods for procedural processing, gathering and organizing information for inquires, and resolving problems.   
Factor 4, Complexity






Level 4-3
150 Points

Work assignments consist of different and unrelated steps involved in the recruitment and placement function such as reviewing job requirements in order to identify appropriate recruitment sources, applying specified factors to determine minimum eligibility and rank order applicants on registers, and coordinating external recruitment efforts between AFPC and local management.  Decisions that are made concern a variety of situations and involve differing considerations in performing the work.  Decisions on how to accomplish the work are based upon knowledge of the interrelationships of the different recruitment and placement processes appropriate to the work performed, and the characteristics of the job to be filled.

Factor 5, Scope and Effect





Level 5-3
150 Points

The work involves conducting job analyses to establish crediting plans and supplements, determining recruitment sources known to produce qualified candidates, coordinating on staffing issues with the Air Force Personnel Center (AFPC) staffers, determining eligibility for the PPP and RPL, and coordinating referral priorities under the priority placement and special hiring programs.   The work directly impacts the efficiency and effectiveness of the recruitment and placement programs, and the ability of the Civilian Personnel Office to comply with priority placement and special hiring program rules and requirements.

Factor 6, Personal Contacts 





Level/Points (see Factor 7)

The employee has regular contacts with employees and supervisors both within and outside the immediate office.  They are in moderately structured settings.  

Factor 7, Purpose of Contacts





Level 6/7-2B 
  75 Points

Purpose of contacts is to plan, coordinate, or advise on work efforts, such as in consulting with supervisors and position classifiers during job analyses and in coordinating on recruitment and placement actions between supervisors and AFPC staffers ; and to resolve issues with supervisors, such as those concerning the quality of candidates on job certificates. 

Factor 8, Physical Demands





Level 8-1
   5 Points

The work is sedentary and does not require any special physical effort.  Some work may require periods of walking, standing, and bending.  

Factor 9, Work Environment





Level 9-1
   5 Points

The work area is adequately lighted, heated, and ventilated.  The work environment involves everyday risks or discomforts that require normal safety precautions.

___________________________________________________________________________________________________

Other significant facts pertaining to this position are:  

___________________________________________________________________________________________________

CLASSIFICATION SUMMARY:

CLASSIFICATION STANDARD(S) USED:  OPM Job Family Position Classification Standard for Assistance Work in the Human Resources Management Group, GS-0200, covering Human Resources Assistance, GS-0203; OPM Classification Standard for Office Automation Clerical and Assistance Series, GS-0326, TS-100, Nov 1990; and the

OPM Office Automation Grade Evaluation Guide, TS-100, Nov 1990.

FACTOR LEVELS AND POINTS:  1-4/550; 2-3/275; 3-3/275; 4-3/150; 5-3/150; 6/7-2B/75; 8-1/5; 9-1/5

GS-07 Point Range:  1355 – 1600

Total Points:  1485

Grade:  GS-07

CLASSIFICATION REMARKS:

The office automation duties were evaluated against the Office Automation Grade Evaluation Guide as follows:

Factor Levels and Points:  1-3/350; 2-2/125; 3-2/125; 4-2/75; 5-2/75; 6-1&7-A/30; 8-1/5; 9-1/5

GS-04 Point Range:  655 – 850

Total Points:  790

Grade:  GS-04

GS-326 work is credited with Factor Level (FL) 2-2 because the employee seeks further guidance when new or unusual office automation assignments call for deviations from established procedures or otherwise require special instructions.  Factor Levels for factors 6/7 differ from the Human Resources Assistant duties because personal contacts for office automation duties are limited to employees within the immediate work unit or related support units, such as points-of-contact and document originators.  The purpose of the contacts is to exchange information about the assignment or methods to be used to complete the assignment.

Final Classification:  Human Resources Assistant (Recruitment & Placement/OA), GS-0203-07

NOTE(S) TO USERS:  

_____________________________________________________________________________________________
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