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ORGANIZATION:

SCPD NUMBER:
9G736
SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
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TARGET GRADE:
11
FLSA:
Exempt
JOB SHARE:
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KEY POSITION:
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__________________________________________________________________________________________________

CLASSIFICATION:  Visual Information Specialist, GS-1084-11
DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:

100%
                   CLF

Visual Information Specialist*
2ND SKILL CODE:


3RD SKILL CODE:








  * See Notes to Users for Shred Options
__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPSFOH, 11/04/03
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:
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Reviewer
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Date


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

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:
The primary purpose of this position is:  The primary purpose of this position is to serve as a Visual Information (VI) Specialist with responsibility for the original design, production, and display of a variety of visual materials for novel or vague printed material, exhibits, and oral presentations.  The work requires a broad knowledge of the principles and techniques of visual design.  
The organizational location of this position is:
__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:
__________________________________________________________________________________________________

DUTY 1:








%
Critical

Coordinates the design and development of complex, high level multimedia products in collaboration with the editor, subject matter experts, and clients.  Plans, designs, prints, and mounts a wide variety of display art or exhibits from the initial planning stage to final production from rough diagrams and often vague guidelines.  Works with customers to evaluate their mission requirements, identify the target audience, and define objectives/goals of the requested project when format or visual may not be specified.  In these cases, the employee must visually interpret the subject matter to be depicted.  Advises on the technical advantages and disadvantages and/or makes the initial decision on such design matters as the layout, design, format, style, techniques, lettering, color harmony, contrast special effects, media, method of reproduction, and software compatibility and determines the most appropriate treatment and adaptation to achieve the desired effect.  As needed, suggests alternative visual treatments within cost and time restraints.  Selects appropriate visual images that will simplify subject matter, grab attention, or provide a symbolic link between concepts, abstract ideas, or thoughts.  Selects representation that best fulfills objectives, utilizing available resources, and creating new materials as required.  Ensures most effective use of visual materials to communicate accurate themes and determine the most appropriate media to accomplish objectives.  Exercises ingenuity and imagination to make maximum use of multimedia equipment techniques or processes to respond to unusual situations in mission related programs to meet the organization’s operational and informational requirements.  Utilizes specialized computer graphics or other advanced technology combined with other materials to create interesting and appealing layouts.  Creates visual materials on own or in conjunction with an illustrator, photographer, model maker, or other type of craftsperson, to include illustrations, displays, exhibit photographs, typography, combining texture, art, and photos in design solutions that appropriately convey the information, reproduce well, and have visual impact.  Design and creation of visual artwork includes computer production as a production media.  Studies and analyzes diverse subject matter material to insure accurate visual interpretation.  Ensures the most efficient and cost effective methods of satisfying customer needs.  Develops necessary instructions and procedures for others working on segments of the overall assignment.  
STANDARDS:
A.  Usually selects the type of materials and method to produce the most precise and effective visual product.
B.  With few exceptions, effectively coordinates projects with customer and works with subject matter experts to accomplish the final product.  
C.  Generally recommends the most cost beneficial and effective method of creating and presenting a final product.
KSA:  1, 2, 3, 4, 5, 6
__________________________________________________________________________________________________

DUTY 2:








%
Critical

 

Acts as the focal point for visual information activities.  Defines and sets VI policy and management controls to ensure personnel use VI resources effectively and efficiently.  Monitors all VI activities and advises managers, and customers on VI products, services, productions, resources, and funding.  Originates and develops policies and plans for still, motion picture, and video photographic documentation.  Keeps current on the newest technology and the latest trends, providing research and development for the continued growth of multimedia productions.  Researches and recommends cost-effective methods to institute computer hardware and software upgrades to meet production needs.  Establishes and monitors clearly defined visual information policy and management controls based on Air Force guidance.  Provides guidance and acts as liaison to visiting photo crews, including news media photographers, for photography by outside organizations.    
STANDARDS:
A.  Normally makes correct assessments of the impact of technology changes, user requirements, and higher echelon policies and appropriately coordinates action to ensure plans and operational objectives meet organizational multimedia goals.
B.  Typically ensures policy is effective and in accordance with Air Force guidance.
C.  Regularly provides proper management control and advice to managers and VI customers to ensure the most efficient and effective utilization of services.

KSA:  1, 2, 3, 4, 6
_________________________________________________________________________________________________
DUTY 3:








%
Critical

 

                                                                                                                                                                                                                                                                       Plans, schedules, and coordinates customer service requests.  Schedules video teleconferences and the reservation of the Video Teleconferencing Center (VTC).  Plans for the conductance of video-teleconferences.  Determines equipment and video teleconference facility set-up requirements based on customer needs, system capabilities, and the television production and audiovisual presentation techniques.  Receives presentation, briefing, and video teleconference requirements from using directorates and makes reservations for support.  Validates time availability, assures sufficient lead time to establish connectivity between VTC sites, prepares the contents of the VTC briefing, or multimedia equipment for presentations.  Provides expertise in all related fields of presentations and video teleconferencing, overseeing and coordinating the technical aspects of multimedia and VTC operations.  Ensures customer service and technical assistance is provided to customers requesting graphic, photographic, and other support.  Monitors equipment performance and, as needed, provides stand-up support during all presentations and video teleconferences.  May be required to operate a video camera for filming and developing training programs.  Responsible for arranging and supporting conferences, open houses, seminars, etc., with  multimedia display backdrops, booth space, photography, technology display items, and base graphics support.  

STANDARDS:

A.  Routinely coordinates and processes presentation requests to achieve optimum scheduling of events to meet customer needs in a proper and timely manner.
B.  Usually provides for timely and proper set-up of equipment, and operates presentation equipment effectively.
KSA:  1, 3, 4 __________________________________________________________________________________________________

DUTY 4:








%
Critical

Serves as focal point for all audio/visual equipment.  Reviews and analyzes multimedia and VTC equipment and systems to ensure satisfactory performance in accordance with the manufacturer’s recommendations and guidelines.  Tests facility equipment to ensure proper operation and sets up the room to accommodate special customer needs.  Provides technical expertise required to analyze, diagnose, and report or correct technical problems and/or malfunctions.  Performs operator maintenance and adjustment of equipment as necessary.  Maintains operational security of all assigned equipment items.  Serves as technical coordinator of multimedia software.  Maintains technical proficiency with software applications for graphics, photo, and video processes.  Maintains established supply levels as needed to meet project requirements.  Recommends new resources needed to accomplish productions.  Ensures VTC training is readily available to all interested customers by planning, developing, and conducting an ongoing customer VTC equipment training program.  Advises and provides guidance and training to illustrators, management, customers, etc. in the use of the various types of equipment.  
STANDARDS:

A.  On a regular basis, performs operator maintenance and quality control measures on equipment used.
B.  Typically ensures equipment is accounted for at all times.
KSA:  1, 3, 4 __________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of a wide range of visual communication, illustration, design, layout principles, and concepts for the conception, planning, and execution of a variety of complex projects.

2.  Knowledge of graphic arts and media, perspective, layout, balance and contrast, color science, mixing and application, standard drawing practices and instruments.

3.  Knowledge of the operations, products, services, needs, and goals of programs and other organizations serviced, and related customers, functions, resources, and users.

4.    Knowledge of methods and procedures for operating a variety of computer systems and multimedia equipment in the production and reproduction of artwork, photos, and typography.
5.  Ability to present subject matter information in a visual form to convey an intended message or to achieve a desired effect upon a specific audience.
6.  Ability to communicate ideas concerning visual media while exercising tact and diplomacy.                                          
__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required by the Position



Level 1-7
1250 Points
--  Knowledge of specialized subject matter or program areas for the operations, products, services, needs, and goals of programs and other organizations serviced to develop original designs, concepts, or visual styles for publications, exhibits, or presentation materials that present to the public the ideas or image desired by the organization, that evoke certain responses from the viewers, or that reduce the cost of production, installation, or maintenance of the visual product.

--  Extensive knowledge and mastery of the principles, practices, methods, and techniques associated with the development and production of original graphics, photography, and audiovisual programs.  

-- In-depth knowledge of the materials used in the design, production, and reproduction of visual products to plan the technical details of, or produce, aesthetically composed visual products.

-- Knowledge of computer graphic imaging, digital photography, interactive-video disc, and video teleconferencing.

-- Thorough knowledge of the theory and techniques of presentation design in order to advise on and develop the best method for preparing briefings, conferences, hearings, and seminars.

--  Knowledge of the technical characteristics of reproduction processes to judge the reproduction quality of illustrations, maintain familiarity with the mechanics of cropping and scaling photos and illustrations, and maintain familiarity with the process of how art and copy are prepared for the printer. 
--  Knowledge of the kinds of material and equipment used and an understanding of their capabilities and limitations to judge the information value of the materials in relation to such factors as durability, ease of fabrication, and cost.

--  Skill in working with a variety of art media such as commercial or graphic art techniques, building materials, or a variety of mechanical assemblies.
--  Ability to transform complex spoken or written descriptions of items, processes, issues, or events into visual representations without benefit of existing pictures, models, or diagrams.  
Factor 2, Supervisory Controls





Level 2-4
450 Points

The supervisor  indicates overall objectives and resource limitations for each project.  The employee consults with the supervisor or customer to develop specific ideas on the appearance and contents of the product.  The employee is given a wide latitude of independence to plan and carry out visual  arts projects, resolve most differences of opinion or interpretation with clients, and coordinate the work with clients, project team members, and any other necessary participants involved in the project.   Completed work is reviewed only in terms of its effectiveness in meeting customer satisfaction related to the overall objectives of the project.
Factor 3, Guidelines






Level 3-3
275 Points
Guidance is available in the form of Air Force regulations, command supplement, and local policy.  This guidance defines program requirements, but formats or methods are not specified in detail.  The employee independently applies the appropriate guideline and procedures and integrates a variety of audio-visual components utilized or created from different sources to complete a functional and exciting product.  The employee uses judgment and researches the best way to depict subject matter.  The employee is expected to recognize where precedent projects, design specifications, or materials offered by clients must be adapted, decide how they should be adapted, and recommend these changes.  In cases where guidance must be adapted or does not apply, the incumbent recommends an approach to the supervisor or contacts the command visual information manager for additional guidance.  
Factor 4, Complexity






Level 4-4
225 Points

The employee creates varied projects requiring the application of a wide variety of complex techniques, methods, and materials.  Projects typically depart from past approaches used in the design or production of similar products in order to create a new visual effect.  The format and visual style are generally not specified and the appellant has free reign to suggest alternatives within cost and time constraints.  The employee makes decisions to vary standard processing to produce special effects and/or corrective measures to enhance the end product.  Employee discretion is not limited to lighting, composition, etc., but also includes choices on how the source can be manipulated to enhance the subject or to determine the most effective means of presenting visual information.  Decisions include assessing whether there is sufficient subject matter information and visual material immediately available, and identifying possible sources of additional information and material needed to develop a visual product.  The incumbent researches, plans, and collaborates with customers or others knowledgeable in the subject matter being depicted or presented to ensure that visual products convey the desired emphasis, style, and effect.  Projects often involve new approaches to visually conveying information and incorporate state-of-the-art techniques used in conjunction with design skills to create new and innovative ways to convey information.  The work involves visualization of projects through a higher level of creativity/artistic ability to achieve desired results.  The emphasis is on planning, research, and collaboration with persons knowledgeable in the subject matter to be depicted or presented.
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       

Factor 5, Scope and Effect





Level 5-3
150 Points

The purpose of the work is to plan and develop a variety of conventional visual products that present subject matter information or ideas.  The employee must consider the customer’s organizational function and objectives, and reaction of the intended audience and plan visual products that will positively affect and enhance the efficacy of the customer’s organizations by providing them professionally created visual products.  










Factor 6, Personal Contacts





Level/Points
(See Factor 7)



Contacts are with customers in different functions and program areas, and at various organizational levels within the agency.  Contacts may be requesting services from the specialist or providing information or services to the specialist.
Factor 7, Purpose of Contacts





Level 6/7-2b
75 Points
The purpose of contacts is to plan, coordinate, and advise on work efforts and to resolve technical problems by influencing individuals or groups who are working towards mutual goals and are basically cooperative.  


Factor 8, Physical Demands





Level 8-1

5 Points

The work can be done primarily when seated, as at a drawing board or computer keyboard, and requires no special physical demands, although some physical exertion may occasionally be required such as standing for extended periods, bending, and lifting of light items.  The work requires good eyesight, manual dexterity, color discrimination, and use of fingers.
Factor 9, Work Environment





Level 9-1
5 Points

The work is typically performed in an adequately lighted and climate controlled office and requires no special safety precautions.




__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  May be required to travel by military or commercial aircraft while on temporary duty.

2.  Use of fingers is required as well as good eyesight, manual dexterity, and the ability to distinguish basic colors and shades of color.  

3. The employee must obtain and maintain a Secret clearance.
_________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDS USED:  OPM Position Classification Standard for Visual Information Series, GS-1084, TS-103, May 1991; OPM Grade Evaluation Guide for Visual Arts Work, TS-103, Nov 1991.
Grade Level Determination:

Factor Levels and Points: 1-7/1250; 2-4/450; 3-3/275; 4-4/225; 5-3/150; 6/7-2b/75; 8-1/05; 9-1/05
GS-11 Point Range:  2355-2750 
Total Points:  2435
Grade:  GS-11
Final Classification:  Visual Information Specialist, GS-1084-11
CLASSIFICATION REMARKS:  

1.  The degree of sophistication of computer and multi-media equipment does not in itself make the work performed in this position more complex.  Computer technology is considered to be one of the many kinds of visual media selected to communicate a particular message and is to be treated as equivalent to these other media.  When determining the appropriate grade level of the local position, the classifier should focus on the requirements for originality,  incumbent’s role in developing the design of the project, deciding the specific content of a visual product, and the amount of instruction regarding the subject matter to be depicted and objectives to be acheived.
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.
NOTES TO USERS:  

1.  Minor changes, including subject matter 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.  
2.  Skill code CLF should always be used with this SCPD; however shreds may be added locally, dependent upon the subject matter knowledge required from the incumbent.

Shreds applicable to this position include:

Skill




Shred

CLF- Visual Information Specialist 
ULB-  Exhibits





ULD-  Presentations





VHA-  Printed Media 

_______________________________________________________________________________________________
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