STANDARD CORE PERSONNEL DOCUMENT

                        Number:  9G041              

_________________________________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G041

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
Z91A

TARGET GRADE:
05
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:
See Note(s) to Users

__________________________________________________________________________________________________ 

CLASSIFICATION:  Purchasing Agent (Office Automation), GS-1105-05

DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
50%
DNR
Purchasing Agent

2ND SKILL CODE:
25%
DNRCPX
Purchasing Agent/Data Systems Support 

3RD SKILL CODE:          25%             OAS
                 Office Automation Clk/Ast

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 6/27/97

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 acquire a wide range of standard equipment, supplies, or services typically described through open market procedures or through orders against established contracts using simplified acquisition procedures.  Provides office automation and data systems support to prepare and process procurement actions.
The organizational location of this position is:  

__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  

__________________________________________________________________________________________________

DUTY 1:








%
Critical



Reviews purchase requests for standard equipment, supplies, or services in terms of compliance with administrative requirements and adequacy of information including item description, minimum allowable purchase quantity, and estimated cost.  Determines any additional information necessary to support purchase request and coordinates with requesting office to obtain or provide additional information.  Assists customer in defining product characteristics.  Explains the rules on use of mandatory supply sources and penalties for returning items.  Identifies when separate requests may be consolidated.  May assist in procuring technical products or food products.  May be warranted for small purchases.

STANDARDS:
A.  With few exceptions, promptly and accurately reviews purchase requests to determine completeness and adequacy of information.

B.  Almost always, coordinates with requesting office to promptly obtain/provide additional information to support or complete purchase requests.

C.  Typically consolidates separate purchase requests in an appropriate manner.

KSA:  1, 2, 6

__________________________________________________________________________________________________

DUTY 2:








%
Critical



Determines procurement source and method.  Coordinates with the Small Business Specialist as required.  Obtains and develops source list of responsible suppliers from established lists, history files, catalogs, newspapers, etc.  Determines whether the requirement is available from a mandatory source or whether to solicit vendors on the open market.  Determines procurement method based on such factors as procurement history, urgency of need, estimated cost, and applicable directives.

STANDARDS:
A.  Routinely develops appropriate source list of responsible suppliers.

B.  With rare exception, properly determines procurement method in accordance with applicable directives.

KSA:  1, 2, 6

__________________________________________________________________________________________________

DUTY 3:








%
Critical



Solicits and evaluates oral and/or written quotations in terms of item, price (based on previous history), discounts, delivery, and transportation fees.  Obtains oral quotations or prepares request for quotation (RFQ), incorporating the technical description of work required, delivery requirements, and terms and conditions of anticipated contract.  Coordinates with requester and supervisor when prices substantially exceed those anticipated.  Negotiates with vendors on a limited variety of issues such as price breaks for items ordered before a sale date, accelerated delivery, reduction of service charges, and similar agreements when precedents are well established.  Determines low responsive bidder primarily based on comparing price and delivery terms.

STANDARDS:
A.  Typically develops RFQ using specifications that are clear, appropriate and accurate.

B.  With few exceptions, appropriately negotiates with vendors on routine issues.

C.  Almost always, correctly evaluates offer and selects low responsive bidder.

KSA:  1, 2. 6

__________________________________________________________________________________________________

DUTY 4:








%
Critical



Prepares award documentation and performs postaward follow-up.  Prepares delivery order for standard equipment, supplies, or services against established contract; prepares purchase order for future delivery of supplies or the future performance of services or construction; and prepares blanket purchase agreement (BPA) for repetitive orders.  If sole source purchase is required, prepares necessary documentation and justification for supervisory approval.  On procurements requiring simple, formal contracts, assembles final contract with necessary documentation and award recommendation and submits to supervisor for necessary reviews, approvals, and signatures.  Prepares notice of award as instructed.  Monitors delivery due dates and investigates reasons for delays.  Resolves typical problems with deliverables, such as differences in price or quantity.  Notifies requester on status of order.  Reviews completed contract file to determine that all contractual actions are satisfied, that there are no pending administrative actions to be resolved, and that the contract is ready to be closed.  May be required to box and ship files to storage/disposition.

STANDARDS:
A. With rare exception, accurately provides, obtains, and verifies all necessary information to support purchasing actions.

B.  Typically solves routine problems and keeps requester informed on status of order in a prompt and correct manner.

C.  With few exceptions, correctly reviews contract file for pending actions before closing.

KSA:  1, 2, 6

__________________________________________________________________________________________________

DUTY 5:








%
Critical



Provides input and maintains purchase information in the procurement automated systems(s) on administrative actions accomplished or received in support of purchase requests.  Inputs the necessary information into automated system(s) to generate preaward and postaward packages, modifications, solicitations, synopsis, and other contractual documents and reports.  Responsible for input, retrieval, and/or maintenance of data in a variety of automated procurement systems.  Takes appropriate corrective action to reconcile errors in automated systems.

STANDARDS:
A.  Almost always, promptly and accurately updates information in procurement automated system.

B.  Generally reviews and corrects output products promptly.

KSA:  1, 3

__________________________________________________________________________________________________

DUTY 6:








%
Critical



Utilizes word processing software and printing equipment to create, copy, edit,and print a variety of standardized documents.  Uses basic office automation functions to generate letters and memorandums, enter data into predefined spreadsheets, retrieve data from specified electronic records, transmit, and receive electronic mail.  Transcribes various documents and reports into proper format with responsibility for correct spelling, capitalization, and punctuation.  Office automation guidelines include locally developed equipment operating and document processing instructions, which are directly applicable to the work peformed, or repetitively used portions of more general operating instructions and correspondence procedures.    Problems encountered in selecting or applying the guideines are referred to the supervisor or an experienced employee.  May produce documents that require accomplishment of nonstandard functions, such as arranging tabulated data or performing editing functions to incorporate substantive changes made by originators. 

STANDARDS:
A.  Typically uses software and printing equipment effectively to prepare/develop accurate and useful documents.

B.  Routinely receives and transmits electronic messages and documents promptly and appropriately.

KSA:  1, 4, 5, 6

________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of standardized purchasing regulations, policies, and procedures; and solicitation and purchasing methods to make purchases under established contracts and standardized specifications or statements of work and to interact with vendors.

2.  Knowledge of market sources and operations to advise requester of various product characteristics (e.g., available sizes, quantities, brand names, packaging, quality) and identify sources of supply; and price evaluation techniques to assess price reasonableness using well-established references.

3.  Knowledge of the operation of the procurement automated system in order to input and maintain the correct information on administrative actions accomplished pertaining to purchase requests.

4.  Knowledge of basic office automation software to perform functions such as standardized word processing and receipt or transmission of electronic mail.

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

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

________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required





Level 1-3
350 Points

--  Knowledge of Federal, Department of Defense (DOD), and Air Force standardized purchasing regulations, policies, and procedures to make purchases involving commercial requirements and average complexity.

--  Knowledge of commercial commodities, established markets, and common business practices to advise requester of various product characteristics (e.g., available sizes, quantities, brand names, packaging, quality), identify sources of supply, and determine the appropriateness or adequacy of item descriptions.

--  Knowledge of solicitation and purchasing methods such as oral solicitations, calls against BPAs, delivery orders, or priced purchase orders to make (a) noncompetitive open market purchases, (b) purchases under established contracts, or (c) competitive open market purchases when specifications or statements of work are standardized, price and product characteristics are stable, and repeat vendors are used.

--  Knowledge of basic price evaluation techniques to assess price reasonableness using well-established references such as price lists, government estimates, and previous history file.

--  Knowledge of frequently used and easily understood regulations such as those related to required sources, the use of mandatory schedules, or ordering and documentation procedures for routine purchases to ensure regulatory compliance throughout the purchasing process.

--  Knowledge of automated or manual small purchase systems sufficient to locate, add, and retrieve information. 

--  Knowledge of postaward procedures sufficient to resolve typical problems with deliverables such as differences in price or quantity.

--  Knowledge of basic arithmetic used in business to make simple comparisons of price, discounts, transportation costs, or similar terms.

--  Knowledge of basic office automation functions of a limited range, such as storing and retrieving documents or files; printing documents; inserting and deleting text items; producing letters and memorandums; entering data into a predefined spreadsheet; and transmitting and receiving electronic mail.

--  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 typing; a qualified typist is required.

Factor 2, Supervisory Controls





Level 2-2
125 Points

Supervisor assigns work with standing instructions on applicable procedures and policies to follow, performance expected, and priorities and deadlines to meet, and assists employee with situations lacking clear precedents.  The supervisor provides additional specific guidance on new, difficult, or unusual assignments, including suggesting work methods or source material available.  Employee uses own initiative to make or recommend purchases for recurring requirements independently.  Recommended awards and completed purchase files are reviewed to ensure that the methods used by the employee are technically accurate and that they comply with established procedures.  The employee refers situations not covered by instructions or practice to the supervisor or higher-level employee for decision or help.

Factor 3, Guidelines






Level 3-2
125 Points

Established guidelines, regulations, work samples, instructions, manuals, directives, and local procedures are available and are applicable to work assignments.  The employee uses judgment in selecting the appropriate reference and procedure to make purchases (e.g., the employee selects the appropriate purchasing and solicitation method, form, documentation, and standard terms).  There may be some minor gaps in guidelines and the employee may be expected to use some judgment and initiative in resolving aspects of the work not fully covered by instructions (e.g., determining whether the important characteristics of an item match an item description in a mandatory schedule or judging whether quotes are for equal items).  The employee refers situations that require significant deviations to the supervisor for guidance or resolution.

Factor 4, Complexity






Level 4-3
150 Points

Work includes various duties involving different and unrelated processes and methods to make a variety of competitive or sole source small purchases and/or make a variety of purchases against various established contracts and agreements.  Employee uses different solicitation methods, ordering or reporting procedures, purchasing methods, or clauses and provisions depending on the type, quantity, dollar value, or urgency of the requirement.  For example: employee makes decisions whether to meet requirements by ordering against existing contracts or through open market procedures; whether and how to solicit quotes; or what terms or conditions apply based on review of factors such as nature of the requirement, urgency of the need, estimated amount of the purchase, and availability of sources.  Employee decides on purchasing strategy by analyzing a variety of information such as specifications, history files, item characteristics, or catalogs.

Factor 5, Scope and Effect





Level 5-2
75 Points

Work involves providing purchasing services covered by well-defined, precise purchasing rules, regulations, and procedures such as those applying to repeat orders for commercial requirements.  Employee clarifies what is needed and when and selects purchasing methods and sources from a range of available options.  Work products and services affect the smooth flow of everyday operations of serviced organizations. 

Factor 6, Personal Contacts





Level 6-2
25 Points

Personal contacts include employees in the same agency or activity but outside the immediate organization.  Contacts may be with personnel in supply, contracting, finance, requirements initiating offices, or at warehouse/delivery receipt sites.  Contacts outside the agency include commercial suppliers, contractors, and personnel at other agencies such as the Department of Labor or General Services Administration.

Factor 7, Purpose of Contacts





Level 7-1
20 Points

Purpose of contacts is to clarify or exchange information related to purchasing routine requirements.  Contacts with customers are to obtain missing information, advise on status of work, and get approval for substitutes or changes in delivery dates, prices, quantities, etc.  Contacts with vendors are to obtain information on items, prices, discounts, and delivery dates.

Factor 8, Physical Demands





Level 8-1
5 Points

Work is primarily sedentary.  Some walking, standing, bending, and carrying of light items such as papers and files is required.  There are no special physical demands.

Factor 9, Work Environment





Level 9-1

5 Points

The employee works in an adequately lighted and ventilated office environment.  Observes normal safety precautions.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are: 
__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:  

CLASSIFICATION STANDARDS USED:  OPM Position Classification Standard for Purchasing Series, GS-1105, TS‑122 dated Mar 93; Office Automation Clerical and Assistance Guide, GS-0326, TS-100 dated Nov 90; and Office Automation Grade Evaluation Guide, TS-100 dated Nov 90.

FACTOR LEVELS AND POINTS:  1-2//350, 2-2/125, 3-2/125, 4-3/150, 5-2/75, 6&7-2a/45, 8-1/5, 9-1/5

GS-5 POINT RANGE:  855 - 1100

TOTAL POINTS:  880

GRADE:  GS-05

CLASSIFICATION REMARKS:  Skills coding and percentages will need to be looked at by the classifier and supervisor on an individual basis based on the most significant skill requirements, which are a regular, recurring, and essential part of the position.  This SCPD is written to accommodate the following skills codes:

    DNRUME  - Purchasing Agent/Services

    DNRUMJ  - Purchasing Agent/Supplies

    DNRSLV  - Purchasing Agent/Equipment

    DNRCPX -  Purchasing Agent/Data Systems Support

    OAS         -  Office Automation Clerk/Ast

Position requires a qualified typist so “OAS” skill must be used.

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

GS-326 FACTOR LEVELS AND POINTS:  1-2/200, 2-2/125, 3-2/125, 4-2/75, 5-1/25, 6-1&7-A/30, 8-1/5, 9-1/5

TOTAL POINTS:  590

GS-03 POINT RANGE:  455-650

GRADE: GS-03

Factor level for factors 1, 4, 5, and 6 are different from the purchasing duties.  In factor 5, scope and effect of the office automation duties involve specific, recurring tasks required to maintain purchasing data that facilitate the work of the users of the data maintained.  Factor 6 is different from the purchasing 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.  Differences in other factors are addressed in the office automation duty.

Final Classification:  Purchasing Agent (Office Automation), GS-1105-05

NOTE(S) TO USERS:

SCPD was updated 04/01/03.  The following updates were made:

Updated SCPD developed and classified office symbol to HQ AFPC/DPCMC.

Non-critical duties were changed to critical duties.

*Performance standards were changed from absolute to non-absolute.

Number of KSAs was revised from 8 to 6 and KSAs were re-linked to the duties of the position.
*Performance standards may be edited locally but changes must be in accordance with appropriate appraisal guidance.  Absolute performance standards are acceptable only in cases where a single failure would result in loss of life, injury, breach of national security, or great monetary loss.   
_______________________________________________________________________________________________
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