STANDARD CORE PERSONNEL DOCUMENT                                                                              Number: 9G685 

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G685

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
244A

TARGET GRADE:
05
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Human Resources Assistant (Employee Relations), GS-0203-05

DUTY TITLE:  Employee Relations Assistant

__________________________________________________________________________________________________
ORG & FUNC CODE:
               PAY                    Civilian Personnel


1ST SKILL CODE:
85%
AGLPPJ

Personnel Clerk/Assistant/Employee Relations

2ND SKILL CODE:
15%       AGLAHK            Personnel Clerk/Assistant/Labor Management Relations

3RD SKILL CODE:


__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 01/09/03
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 a variety of clerical and administrative support to the Human Resources (HR) Workforce Effectiveness Section.
The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:
The organizational goals or objectives of this position are:  
______________________________________________________________________ ____________________________

DUTY 1: 







%
Critical

Acts as a focal point for program.  Provides information and assistance to Employee Relations specialists and supervisors regarding processing procedures requirements and operations related to a variety of employee relations programs such as performance management and appraisal programs, incentive awards, injury and unemployment compensation, disciplinary actions, and drug testing.  Also provides program information on TSP, FEGLI, FERS, and CSRS.  Advises employees of local procedures, how to obtain HR forms and publications, and works as liaison with the AFPC Benefits and Entitlements Service Team (BEST) to accomplish actions.  Distributes SF 50s to employees once BEST actions are completed.  Conducts benefits and separation briefings and assists with out-processing.  Reviews on-the-job injury or illness forms for procedural accuracy and completeness.  Solicits missing or required information from employees and supervisors, as necessary.  Processes routine claims or refers more complex injury, disease, or illness issues to a higher-grade employee.   Provides information and assistance to claimants and supervisors concerning processing procedures.  Tracks claim status, follows-up, and coordinates continuation of pay (COP) for eligible claimants.  Makes recommendations to the supervisor or higher graded specialist regarding administration of claims.  Screens justifications for awards for compliance with agency and local regulations, recommends dollar amount based on local precedents and regulations, and prepares summary award descriptions for publicity.  Completes and forwards authorization forms for payment of monetary awards and prepares award certificates and standard letters for signature, as required.  Ensures proper processing of awards through automated systems, as well as the transmittal process.   Prepares standard letters of explanation for awards that have been rejected by the review committee.  In the event of employee death, notifies BEST with name, address, relationship, and telephone number of next of kin. Refers survivors’ questions related to separation and death cases to BEST.  Provides information according to available web sites which cover such activities as benefits and entitlements, health and life insurance, and Thrift Savings Plan information.  

STANDARDS:

A.  Almost always, thoroughly reviews and processes accurate and complete Requests for Personnel Action (RPAs).

B.  With few exceptions, provides accurate information to EMR specialists, employees, and supervisors.

C.  Typically handles awards procedures and processes in an accurate and timely manner.

KSA:  1, 2, 3, 5
__________________________________________________________________________________________________

DUTY 2: 







 %
Critical

Provides a full range of specialized clerical and administrative support work to the EMR office.  Acts as a receptionist, referring supervisors and employees to the appropriate specialist or activity.  Reviews incoming and outgoing correspondence for accuracy, completeness, and regulatory compliance.  Provides recommendations for corrective action or solicits required information from HR specialists, employees, and/or supervisors, as necessary.  Provides procedural guidance to supervisors, recommending routine changes to ensure regulatory compliance.  Gathers and summarizes information from files and documents for supervisor’s or other staff member’s use in responding to inquiries.  Identifies what needs to be brought to the attention of the supervisor, refers to appropriated staff, or reroutes to other organizations/offices. Establishes, updates, maintains, purges, and disposes of office records and program files for a wide variety of material including correspondence, grievances, appeals, employee case files, and case law decisions in accordance with established regulations and procedures.  Controls correspondence and follows up to ensure timely action.  Establishes suspense dates as directed by the supervisor and brings to the supervisor’s attention those that cannot be met by the requested dates.  Compiles information and composes routine, non-technical correspondence, such as requests for information.  Compiles, consolidates, and finalizes information for various reports, forms and other documents in accordance with established reporting procedures and/or instructions from the supervisor.  Tracks and advises on status of routine RPAs such as awards and separations.  Downloads publications from electronic systems and distributes as required.  Assists staff with clerical and procedural requirements and instructions.  Makes travel arrangements such as scheduling transportation, making reservations at hotels, and preparing travel orders.  Arranges appropriate awards ceremony, reserving space, getting programs printed, etc.  Prepares and consolidates time and attendance records in accordance with established procedures.  Requisitions office supplies, printing support, and related materials.  Answers inquiries from the staff concerning administrative procedures.

STANDARDS:

A.  With few exceptions, prepares accurate and timely documents and effectively reviews correspondence for accuracy and completeness.

B.  Almost always, effectively assists supervisors, specialists, and other coworkers in compiling needed information and ensuring regulatory compliance.

C.  Typically provides accurate and timely control of correspondence suspense dates. 

KSA:  1, 3, 4
__________________________________________________________________________________________________

DUTY 3:  







%
Critical
Processes routine RPAs and maintains data records in the Modern Defense Civilian Personnel Data System (DCPDS) related to program responsibility.  Determines appropriate coding and processes actions through the agency Human Resources information system.  Maintains the integrity of the database to ensure employees receive proper consideration and benefits to which entitled.  Generates statistical information and reports from the data system.  Reviews for accuracy and ensures the needs of the user are met.  Responds to error messages and often makes necessary corrections and updates on own initiative.  Manipulates the data system to retrieve required and requested information from the system.  Tracks actions and provides status.  

STANDARDS:
A.  Almost always, accurately processes actions and maintains database integrity.

B.  With few exceptions, promptly reviews computer-generated products and corrects mismatches in data system.

C.  Routinely inputs and extracts accurate data using computer program databases to maintain and update information system and prepare reports.

KSA:   1, 3, 5
_______________________________________________________________________________________________

DUTY 4:







  %
 Critical
Processes disciplinary and related actions for Employee Relations and Labor Relations functions.  Prepares standardized statements for supervisors concerning basis of charges in relation to letters of reprimand, suspensions, separations, and other such actions.  Prepares statements for supervisors containing basis for unfair labor practices (ULPs), grievances, negotiations, etc.  Prepares all necessary forms and ensures actions are documented in accordance with standard practices.  Provides basic program information and support for the Labor Relations program.  Responds to inquiries on procedures for disciplinary actions, grievances, appeals, etc., concerning timeliness, documentation and signature requirements.  Prepares action status reports as needed to keep supervisors and managers informed.  

STANDARDS:  

A.  Almost always provides effective processing of actions in support of the Employee Relations and Labor Relations functions.

B.  Typically prepares accurate statements for the use of supervisors in developing disciplinary action documentation.  

C.  With few exceptions, provides efficient and effective program support for the Labor Relations Program.








 

KSA:  1, 3, 4, 5

_______________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): 

1.  Knowledge of a basic variety of employee relations and labor relations concepts regarding the programs, rules, procedures, and forms to perform and explain procedures in support of the Workforce Effectiveness Section such as performance management, evaluation programs, incentive awards, injury compensation, disciplinary actions, appeals, and drug testing.

2.  Knowledge of basic computer programs, tools, and techniques to support office operations and produce a variety of document such as letters, statistical reports, spreadsheets, and receipt and transmission of electronic mail; a qualified typist is not required.

3.  Ability to interpret and apply rules, regulations, and procedures.

4.  Ability to plan and organize work and meet deadlines.

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

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position 



Level 1-3     
 350 Points 

-- Knowledge of a standardized body of HR rules, regulations, procedures, terminology, requirements, and operations related to the organization’s activities sufficient to perform a variety of interrelated or nonstandard support work in order to respond to routine inquiries, process documents and actions, prepare reports, code data, explain a range of procedures to others, create and maintain files, log, and record information in support of the employee relations program.

-- Knowledge of basic concepts of automated HR data management systems such as Modern DCPDS and Business Objects (BO).

-- Knowledge of office file arrangement and the purpose and content of documents in the file and how they are used.

-- Knowledge of various computer software processing procedures and function keys and the similarities and differences among software types to produce a wide range of documents, such as graphics or tables within text, to edit and reformat electronic drafts, and to update and revise existing databases or spreadsheets; a qualified typist is not required.

-- Knowledge of grammar, spelling, capitalization, punctuation, and terminology commonly used in office settings and knowledge of standard processing procedures, formats, distribution, and retention policies.

-- Skill in writing routine letters and preparing uncomplicated reports.

-- Ability to research files to extract relevant information needed to prepare reports and respond to requests for information.

-- Ability to identify discrepancies in RPAs and to take action to resolve them.

-- Ability to communicate effectively, both orally and in writing, and maintain harmonious relations with customers and co-workers.

Factor 2, Supervisory Controls





Level 2-2 
125 Points

The supervisor provides general instructions for continuing or individual assignments by indicating what is to be done, limitations, quality and quantity expected, deadlines, and priority of assignments.  The employee uses initiative and works independently in carrying out recurring assignments.  The employee is held responsible for factual accuracy and procedural sufficiency of actions taken.  The employee establishes own priorities on recurring assignments to ensure timely initiation and completion of work assignments (e. g., reviewing and processing award nominations, tracking performance evaluations and HR actions, completing forms, responding to requests for information and maintaining files, etc.)  The employee refers difficult, new, special assignments, or problems not covered by standard procedures to the supervisor or higher graded employee for assistance.  Review of work focuses on verification of accuracy and conformance to procedures. 

Factor 3, Guidelines






Level 3-2
125 Points

A number of established procedures and specific guidelines in the form of specific related regulations, precedent actions, processing manuals, and work samples are readily available for doing the work and are clearly applicable to most transactions.  The number and similarity of guidelines and work situations require the employee to use judgment to identify and select the most appropriate procedures to use, choose from among several established alternatives, or decide which precedent action to follow as a model. In locating, selecting, and applying the most appropriate instructions, references, or procedures, the employee may make minor deviations in guidelines to adapt to specific cases.  The employee refers situations in which the existing guidelines cannot be applied or significant deviations must be made to the supervisor or designated employee.  

Factor 4, Complexity






Level 4-3
150 Points

Work consists of various duties involving different and unrelated processes and methods involved in the area of employee relations such as researching and processing workers’ compensation claims, reviewing performance award recommendations, tracking HR actions, updating computer records in the automated system, etc.  Decisions regarding what needs to be done depend upon the analysis of the subject or issues involved in each assignment, and the chosen course of action may have to be selected from many alternatives.  The incumbent takes into consideration such factors as the nature of the injury, reason for an award, time frames involved, and approval authority.  The work involves conditions and elements that must be identified and analyzed to determine the appropriate approach and procedural requirements for a variety of different situations, which require different processing treatment.  Decisions on how to accomplish the work are based upon knowledge of the interrelationships of Civilian Personnel processes and purposes appropriate to the work performed, and the subject involved in each assignment.                                      

Factor 5, Scope and Effect





Level 5-2
 75 Points

The purpose of the work is to provide support for the Workforce Effectiveness Section.  The work involves the execution and/or explanation of rules, regulations, or procedures and recurring limited technical services and practices for a variety of tasks such as updating and maintaining files, logs, and reports; processing HR actions; responding to inquiries for assistance; maintaining database files; and developing documentation for worker compensation claims.  The work affects the quality of service the Employee Relations Office provides.

Factor 6, Personal Contacts





Level/Points (see Factor 7)

Personal contacts are with employees and supervisors in the same agency, but outside the immediate organization.  Contacts are with military and civilian personnel and supervisors at various levels in different organizations, higher headquarters personnel, AFPC, and other military bases.  People contacted generally are engaged in different functions, mission, and kinds of work in a moderately structured setting.  Contacts are generally established on a routine basis.
Factor 7, Purpose of Contacts





Level 6/7-2B
 75 Points

The purpose of contacts is to obtain, clarify, provide or develop information or clarify problems or issues; discuss significant findings; plan or coordinate work efforts; or resolve operating problems with cooperative personnel. 

Factor 8, Physical Demands





Level 8-1
  5 Points

The work is sedentary.  Some work may require walking, standing, and bending.  The employee frequently carries light items such as employee files or other papers.  The work does not require any special physical effort.

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 USED:  OPM Job Family Position Classification Standard for Assistance Work in the Human Resources Management Group, GS-0200, covering Human Resources Assistance, GS-0203.
FACTOR LEVELS AND POINTS:  1-3/350, 2-2/125, 3-2/125, 4-3/150, 5-2/75, 6/7-2B/75, 8-1/5, 9-1/5

GS-05 Point Range:  855 - 1100

Total Points: 910

Grade:  GS-05

CLASSIFICATION REMARKS:  

Final Classification:  Human Resources Assistant (Employee Relations), GS-0203-05
NOTE TO USERS:  

1. Minor changes, including skill code shreds, may be made to fit local requirements as long as the changes do not affect the classification or staffing patterns of this SCPD.  

_______________________________________________________________________________________________
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