CORE PERSONNEL DOCUMENT

             Number:  9G209


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G209

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
K28A

TARGET GRADE:
03
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:
See Note(s) to Users

__________________________________________________________________________________________________

CLASSIFICATION:  Office Automation Clerk, GS-0326-03

DUTY TITLE:  

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
100%
OAS
Office Automation Clerk-Ast

2ND SKILL CODE:

3RD SKILL CODE:

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 5/29/97 

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 Core Personnel Document 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 use a variety of basic recurring word processing software functions and procedures to produce a variety of documents and to perform miscellaneous clerical support.

The organizational location of this position is:  

__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  

__________________________________________________________________________________________________

DUTY 1:









%
Critical

Uses basic functions of office automation word processing software and electronic mail to create, copy, edit, and print a variety of standardized documents.  Performs basic office automation duties such as producing letters and memos, arranging tabulated data, performing editing functions to incorporate substantive changes made by originators, storing and retrieving electronic documents or files, activating a printer, inserting and deleting text, printing standardized paragraphs from a glossary, entering data into a predefined spreadsheet or database, or retrieving data from specified electronic records.  Prints hard copies of incoming mail or messages or routes to other terminals.
STANDARDS:
A.  With few exceptions utilizes basic functions and procedures of word processing software programs effectively and appropriately to produce accurate and useful standardized documents.

B.  Generally receives and transmits electronic messages promptly.

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

__________________________________________________________________________________________________

DUTY 2:









%
Critical

Prepares a variety of standardized documents from rough draft and/or oral instructions.  Composes clear, specific responses to routine inquiries.  Types various correspondence and reports into proper format in accordance with established guidelines for review by originators.  Proofreads/edits correspondence and documents for correct grammar, spelling, capitalization, punctuation, and format. 

STANDARDS:
A.  Routinely prepares documents accurately in accordance with regulations and policies and in the appropriate format.

B.  Typically reviews correspondence thoroughly to ensure correct grammar, spelling, capitalization, and punctuation.

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

__________________________________________________________________________________________________

DUTY 3:









%
Critical

Processes incoming mail.  Routes and distributes mail to appropriate individuals.  Opens and reads mail that is undesignated and determines proper routing by subject matter.  Monitors suspense dates established by supervisor and brings to supervisor’s attention those that cannot be met by requested dates.

STANDARDS:
A.  Normally routes incoming mail to appropriate person or office in a timely manner.

B.  Typically follows up on suspense items to ensure completion by the suspense dates.

KSA:  3, 6

__________________________________________________________________________________________________

DUTY 4










%
Critical

Receives and directs telephone calls or visitors.  Based on general knowledge of the organization, refers telephone callers and visitors to appropriate staff or office.  Personally answers routine, nontechnical requests for information such as status of reports, suspense dates, and similar readily available information.  Takes and delivers messages for staff members who are unavailable.
STANDARDS:

A.  Typically receives, greets, and answers routine inquiries from visitors and telephone callers in a prompt and courteous manner.

B.  With few exceptions, takes and delivers telephone messages properly and courteously.

KSA:  3, 6

__________________________________________________________________________________________________

DUTY 5:









%
Critical

Prepares and maintains office records of various types.  Maintains established office files and records.  Receives materials, arranges in specified order, and places in files under subject file headings.  Locates items in files and searches for missing or incorrectly filed items.  Disposes of office records/files in accordance with established regulations and procedures.  Updates and enters data into electronic files or systems.  Prepares and maintains forms such as overtime requests, time sheets, and timecards for personnel within the office.  Maintains and orders office supplies, as requested by other staff members.

STANDARDS:
A.  Almost without exception, accurately maintains and updates file system to enable quick and efficient retrieval of information.

B.  Typically prepares and submits paperwork such as supply requisition forms and time sheets in an appropriate and timely manner.

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

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Working knowledge of basic office automation software functions to support office operations and produce a variety of standardized documents such as letters, memos, and mailing lists.

2.  General knowledge of basic rules of grammar, spelling, capitalization, and punctuation to accurately prepare and edit written correspondence.

3.  Working knowledge of general office administrative and clerical procedures to distribute mail, answer telephone, refer visitors, refer or obtain requests for information, maintain files, and prepare correspondence.

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

5.  Ability to interpret and apply regulations and procedures pertaining to administrative support such as correspondence, timekeeping, and requisitioning office supplies.

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

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required By The Position



Level 1-2
200 Points

-- Knowledge of office automation software to perform a variety of basic functions and processing procedures such as producing letters and memos, arranging tabulated data, performing editing functions, storing and retrieving electronic documents or files, activating a printer, inserting and deleting text, printing standardized paragraphs from a glossary, entering data into a predefined spreadsheet or database, retrieving data from specified electronic records, and transmitting and receiving electronic mail.

-- Knowledge of grammar, spelling, capitalization, punctuation, and general terminology necessary to prepare documents from handwritten drafts into final form.

-- Knowledge of common clerical practices and procedures applicable to the processing of forms and requests used in various office support tasks, such as time and attendance and office supply requisitioning.

-- Skill in operating standard office equipment, such as electric/electronic typewriters, copiers, fax machines, and office automation systems (i.e., word processing), to perform a variety of basic functions in office automation support.  A fully qualified typist is required.

-- Ability to read and interpret general procedural guidelines, including software user manuals, correspondence procedures, and style manuals.

Factor 2, Supervisory Controls





Level 2-2
125 Points

The supervisor provides general instructions for standard, preestablished, or continuing office automation tasks; e.g., priorities, deadlines, or quantity.  When the work is unusual or difficult, more specific instructions are provided regarding desired format, electronic storage requirements, maintenance requirements, and hardware/software selection, etc.  Employee works independently in carrying out familiar assignments in accordance with previous instructions, standard procedures for creating documents or entering or retrieving data, and established use of software packages.  The employee seeks further guidance when new or unusual assignments call for deviations from established procedures or otherwise require special attention.  Completed work is usually checked for compliance with office procedures or instructions, technical accuracy, and appearance.  When the work is unusual, it is also checked for adherence to special instructions provided.

Factor 3, Guidelines






Level 3-2
125 Points

Guidelines include both detailed step-by-step instructions for specific office automation tasks and more general procedural guidelines in the form of manufacturer’s manuals and tutorials for users, agency correspondence procedures, style manuals, technical dictionaries, etc.  Employee uses judgment in locating and selecting the most appropriate guidelines, references, and procedures for application and in making minor deviations to adapt the guidelines to specific cases.  Employee determines which of several established alternatives to use.  Situations to which the existing guidelines cannot be applied or significant proposed deviations from the guidelines are referred to the supervisor.

Factor 4, Complexity






Level 4-2
75 Points

The documents, formats, and 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 miscellaneous documents.  Employee recognizes differences in existing procedures and applications and makes choices from among established alternatives; e.g., specific software package to use, the specific format for different types of documents or for different sections within the same document, or the best printer type.  Processing steps and procedures required to complete assignments are varied and numerous.  Steps and procedures differ in terms of the type of software used, the type of document to be produced or edited, the specific formatting required for a document, the existence of prerecorded formats, and other differences of a factual nature.  Employee is expected to recognize discrepancies and correct or question originators in such matters as improper formatting, errors in spelling, grammar, or punctuation; missing information; or discrepancies between the nature of the material and the processing instructions cited.

Factor 5, Scope and Effect





Level 5-1
25 Points

The purpose of the work is to perform specific, recurring tasks required to produce various items, e.g., correspondence, memos, or forms in draft or final form.  Production usually includes steps such as:  selecting and adhering to the proper format; determining the spacing and arrangement of material; making entries to and retrieving data from electronic records; and checking references, distribution requirements, grammar, punctuation, and spelling.  The services performed facilitate the work of the originators of the documents or the users of the data maintained. 

Factor 6, Personal Contacts





Level/Points (see Factor 7)

Personal contacts are with employees within the immediate organization, office, project, or work unit, and in related or support units. 

Factor 7, Purpose of Contacts





Level 6/7-1a
30 Points

Purpose of contacts is to obtain, clarify, or give facts or information directly related to the work; for example, exchange information necessary to accomplish assignments.
Factor 8, Physical Demands





Level 8-1
5 Points

The work is sedentary.  May require some walking, standing, bending, carrying and/or lifting of light items like papers or books.  No special physical demands are required to perform the work.

Factor 9, Work Environment





Level 9-1

5 Points

The work is performed in a typical office setting, requiring the use of normal safety precautions necessary for an office environment.  The work area is adequately lighted, heated, and ventilated.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM Position Classification Standard for Office Automation Clerical and Assistance Series, GS-326, TS-100 dated November 1990 and Office Automation Grade Evaluation Guide, TS-100 dated November 1990.

GS-03 Point Range:  455-650

Total Points:  590

Grade:  03

CLASSIFICATION REMARKS:

Level 1-2 for office automation duties has been assigned to this position.  The employee of this position performs a variety of word processing duties requiring application of the basic functions and procedures of word processing software.  The work also includes limited e-mail duties.  The work does not meet Level 1-3 as it does not require application of varied and advanced functions of word processing software.  Neither does it require application of the varied functions of more than one software type in order to perform a substantial range of functions within each software type.  

NOTE(S) TO USERS:  

1.  The primary purpose of positions covered by this SCPD is to perform office automation (primarily word processing) work which requires competitive level proficiency in typing as represented by the 1st duty in the SCPD (also the classification controlling duty).  The paramount recruiting requirements are typing and office automation skills.  The position also performs miscellaneous general clerical duties which are also associated with the GS-318, Secretary Series.  However, unlike positions covered by this SCPD, the primary purpose of a Secretary position is to serve as the principal office clerical or administrative support position for the head of an organizational unit, operating independently of any other such position in the office, and coordinating the administrative work in order to increase the effectiveness of the office chief. 

2.  Position requires the skill of a qualified typist (40 wpm).

3.  SCPD was updated 06/25/02.  The following changes 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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