STANDARD CORE PERSONNEL DOCUMENT

                   Number:  9G133

____________________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G133

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
W32A

TARGET GRADE:
09
FLSA:
Exempt

JOB SHARE:

CAREER PROG ID:
B
SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:
See Note(s) to Users
__________________________________________________________________________________________________

CLASSIFICATION:  Public Affairs Specialist, GS-1035-09

DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
100%
CKJPII
Public Affairs Specialist/Internal Information

2ND SKILL CODE:

3RD SKILL CODE:

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 4/28/97 

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:
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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:  To conduct an internal information program that communicates installation and community activities and news.

The organizational location of this position is:
__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:
__________________________________________________________________________________________________

DUTY 1:







%
Critical



Responsible for informing employees about departmental, facility, and community activities and news through the internal information program.  Gathers background information, conducts interviews, and writes stories for the base newspaper.  Makes news and feature article assignments to writers and reviews copy upon completion.  Reviews illustrations, photographs, and artwork for quality and composition and selects the most newsworthy for publication.  Works cooperatively with contracted printer, overseeing layout, and approving final copy prior to printing.  Directs and instructs personnel assigned to the newspaper as reporters, writers, editors, photographers, and illustrators.

STANDARDS:
A.  Routinely prepares accurate stories for the base newspaper.

B.  Typically assigns, reviews, and approves news and feature articles appropriately.

C.  Almost always effectively instructs and coordinates commercial publisher and printer personnel.

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

DUTY 2:







%
Critical



Performs complete editing functions of the base newspaper.  Edits material submitted for publication, judges relative importance of articles, and determines the amount of space and prominence each will receive.  Responsible for writing the headlines and selection of type.  Selects features and determines layout for most attractive presentation.  Reviews page layouts for weekly editions of the paper ensuring that copy is prepared properly for type of composition required by the printer.  Rewrites and/or oversees the rewriting of material submitted for publication by other organizations.  Prepares technical information in layman’s language.  Resolves questions as to which of several stories will be published on basis of newsworthiness, motivation, and compatibility with local and higher headquarters policy.

STANDARDS:
A.  Routinely selects pertinent articles to be published and edits correctly material including headlines and type selection.

B.  Regularly lays out base newspaper appropriately based on importance, space, and prominence.

C.  Routinely ensures all copy, headlines, and other written and visual material are presented correctly and in good taste.

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

DUTY 3:







%
Critical



Plans promotions and implements specific assignments on stories, incidents, happenings, or special projects.  Responsible for making contacts, doing research, writing, and verifying information for accuracy.  Keeps abreast of reader reactions to local, headquarters, and Air Force policies and programs as promoted in the base newspaper.  Receives feedback from readers and recommends or initiates changes in the direction or emphasis of the program.  Makes positive suggestions to the supervisor for changes in approach and adoption of new techniques where opinions and comments could cause misunderstanding or misinterpretation.  Implements plans to increase reader interest in new or continued objectives.

STANDARDS:
A.  Routinely ensures stories are complete and factual.

B.  Regularly monitors reader reactions to make recommendations to improve quality of communication.

C.  Often implements effective improvements to increase reader interest.

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

DUTY 4:







%
Critical



Establishes and maintains news reference files.  Maintains a wide variety of files and information such as data pertaining to the base, the local area, other bases, the Air Force, individuals, and aircraft as well as general correspondence and records of special events.  Oversees the maintenance and disposal of news reference files and modification to the file plan.

STANDARDS:
A.  Typically establishes news reference files when appropriate.

B.  News reference files are routinely maintained in accordance with applicable regulations.

KSA:  1, 2, 4, 5

__________________________________________________________________________________________________

DUTY 5:







%
Critical



Provides advice and assistance to supervisor, project officers, and commanders regarding ongoing internal information activities.  Participates in the planning and implementation of special events.

STANDARDS:
A.  Regularly provides advice that facilitates the accomplishment of base objectives.

B.  Routinely keeps interested parties informed as to the effectiveness of the internal information program.

C.  Frequently provides recommendations which result in better understanding and cooperation between the base and intended audiences.

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

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of the concepts, principles, polices, and practices of a public affairs program.

2.  Knowledge of written and oral communication principles, methods, and techniques to conduct and coordinate public affairs activities.

3.  Knowledge of the principles and methods of newspaper publishing, including editing, layout, and makeup.

4.  Skill in gathering, evaluating, and interpreting data to arrive at valid conclusions and offer meaningful recommendations.

5.  Skill in establishing effective working relationships with people sharing similar goals and interests.

6.  Skill in producing written information for a variety of internal audiences with different levels of understanding.

_________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required by the Position



Level 1-6
950 Points

-- Knowledge of public affairs and internal information concepts, principles, practices, and techniques to establish, implement, and maintain a proactive program.

-- Knowledge of written and oral communication principles, concepts, and techniques.
-- Knowledge of the principles and methods of newspaper publishing, including editing, layout, and makeup as well as skill sufficient to plan, write, and edit news, feature, and quasi-technical articles.

-- Knowledge and skill sufficient to establish and maintain effective working relationships with groups interested in or affected by public affairs programs or policies.

-- Knowledge and skill sufficient to analyze the organization’s information program materials and offering recommendations for improving the delivery of information to affected individuals.

-- Skill in analyzing and evaluating comments, proposals, or suggestions to develop recommendations concerning the impact on public image.

-- Skill in interviewing a variety of people and gathering information from many different sources.

Factor 2, Supervisory Controls





Level 2-3
275 Points

The supervisor establishes objectives and priorities of assignments and assists the specialist in dealing with sensitive or controversial activities.  The specialist independently plans and carries out successive steps.  Problems are resolved according to established policies, previous instructions, or accepted public affairs practices.  The supervisor reviews completed work for technical soundness, appropriateness, and conformance with the objectives of the program.

Factor 3, Guidelines






Level 3-3
275 Points

Readily available guidelines include operating instructions, public affairs manuals, agency and/or local policies and regulations, and standard agency practices and precedents that are generally applicable to assignments, although some gaps exist in specific areas and the specialist is required to modify them to satisfy local considerations.  The specialist exercises judgment in interpreting and adapting guidelines to specific base conditions.

Factor 4, Complexity






Level 4-3
150 Points

Assignments involve use of a variety of standard print media communication techniques in developing and conducting an internal information program conveying news and information to keep employees informed concerning departmental programs or installation activities and events.

Factor 5, Scope and Effect





Level 5-3
150 Points

The purpose of the work is to employ creativity and resourcefulness to develop greater awareness and understanding of Air Force and base programs and activities.  The work contributes to the communication and understanding between the base and surrounding community, and between groups of civilian and military personnel.

Factor 6, Personal Contacts





Level 6-2
25 Points

Contacts are primarily with installation employees involved in a variety of activities on which the specialist reports news stories or plans future articles.  Contacts also include a contract publisher and printer as well as groups and individuals within the community whose activities are reported in the installation’s newspaper.

Factor 7, Purpose of Contacts





Level 7-2
50 Points

Contacts are to coordinate activities or plans with management officials, other public affairs specialists, and/or groups or individuals with like goals and interests; or to advise managers on the dissemination and collection of information. Other contacts are for determining interests of target publics and maintaining effective work relationships with affected or interested groups. 
Factor 8, Physical Demands





Level 8-1
5 Points

Work is primarily sedentary with some minor physical activity during information gathering visits.

Factor 9, Work Environment





Level 9-1

5 Points

Work is typically performed in an office setting except for occasional visits to protected areas on the installation involving ordinary risks and discomforts requiring normal safety precautions.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  Work may occasionally require travel away from the normal duty station on military and/or commercial aircraft.

2.  Shift work may be required.

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

4.  Recall to duty may be a requirement of this position.

__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  US OPM PCS for Public Affairs Series, GS-1035, TS-53 dated July 1981.

Factor Levels and Points: 1-6/950; 2-3/275; 3-3/275; 4-3/150; 5-3/150; 6-2/25; 7-2/50; 8-1/5; 9-1/5.
GS-9 Point Range:  1855 - 2100

Total Points:  1885

Grade:  GS-9

CLASSIFICATION REMARKS:  None

NOTE(S) TO USERS:
SCPD was updated 02/28/03.  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, as needed, 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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