STANDARD CORE PERSONNEL DOCUMENT

                   Number:  9G241

____________________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G241

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
83EA

TARGET GRADE:
04
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:
See Notes to Users
__________________________________________________________________________________________________

CLASSIFICATION:  Supply Clerk, GS-2005-04

DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
75%
FJJWSR
Supply Clerk/Publications Distribution

2ND SKILL CODE:
25%
FJJCPX
Supply Clerk/Data System Support

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 establish stock levels, requisition, and distribute publications and forms to serviced organizations.

The organizational location of this position is:
__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:
__________________________________________________________________________________________________

DUTY 1:







%
Critical

Establishes and maintains authorized stock levels of publications and forms.  Considers past consumption, publications requirements, tables of using organizations, programmed organizational changes, and seasonal needs for establishing and maintaining stock levels.  Maintains prescribed records of publications and forms including control of classified publications and accountable forms.  Puts orders on hold that are not in stock and places orders from the distribution point.  Maintains inventory control records on printed material in accordance with established policies and procedures.  Corrects records to reflect changes in requirements, such as quantity, distribution, etc.  Dispatches new and/or revised material.

STANDARDS:
A.  Routinely maintains an effective publications and forms program.

B.  With few exceptions, accurately establishes and maintains stock levels.

C.  Typically corrects records in a timely manner to accurately reflect changes.

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

__________________________________________________________________________________________________

DUTY 2:







%
Critical



Requisitions items to replenish publications and forms.  Extracts and assembles data for requisitions.  Obtains stock numbers from catalogs for publications and forms readily located and identified.  Controls receipt, follow-up actions, back-orders, stock record changes, requisition files, and related records for publications and forms.  Records or posts information from requisitions, contracts, and shipping documents.
STANDARDS:

A.  Normally requisitions publications and forms properly.

B.  Almost always, accurately extracts and assembles data for requisitions.

C.  Generally controls files and records appropriately.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________

DUTY 3:







%
Critical



Provides assistance to customers to establish and maintain a cooperative work environment.  Responds to visitor and telephone inquiries for status of requests.  Contacts customers to determine item and quantity requirements for recurring and nonrecurring forms and/or publications.  Notifies operating officials of the availability of new or revised publications and/or forms and obtains information on desired quantity and distribution.

STANDARDS:

A.  With few exceptions, promptly contacts customers and accurately determines item and quantity requirements.

B.  Routinely furnishes accurate information to customers in a courteous manner.

KSA:  1, 2, 3, 6

__________________________________________________________________________________________________

DUTY 4:







%
Critical



Performs general clerical support work.  Maintains and annotates files providing for easy and timely retrieval of material.  Keys necessary information into computer system.  Reviews files ensuring accurate coding and deletion of outdated materials.  Identifies errors and takes corrective action.  Files materials on established schedule and/or as needed basis minimizing filing backlogs and delays in locating documents.
STANDARDS:

A.  Typically maintains and annotates files in an effective and timely manner.

B.  Almost always, accurately keys information into computer system with minimum errors.

C.  With few exceptions, accurately files materials and minimizes backlog.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of commonly used supply procedures, forms, and nomenclature to perform routine supply tasks.

2.  Knowledge of policies and procedures for requisitioning and issuing publications and forms.

3.  Knowledge of general office administrative and clerical procedures.

4.  Knowledge of basic data entry and retrieval in an automated system.

5.  Ability to maintain supply data/document files.

6.  Ability to communicate orally.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required by the Position



Level 1-2
200 Points

-- Knowledge of basic or commonly applied supply rules, procedures, or operations to process standard supply transactions.

-- Knowledge of supply computer systems, personal computers, and/or terminal operation for basic entry and retrieval functions.

Factor 2, Supervisory Controls





Level 2-2
125 Points

The work is performed under technical guidance of the supervisor who issues general work assignments, controls flow of day-to-day work, explains major changes in regulations or procedures, and provides additional specific instructions for new, difficult, or unusual assignments.  The employee uses initiative in carrying out recurring assignments independently without specific instruction, but refers deviations, problems, and unfamiliar situations not covered by instructions to the supervisor or higher grade employee.  Finished work is reviewed for technical accuracy and compliance with instructions or established procedures.

Factor 3, Guidelines






Level 3-2
125 Points

Procedures for doing the work have been established and a number of specific guidelines are available in the form of supply regulations, policies, and procedures.  Number and similarity of guidelines and work situations require the employee to use some judgment in locating and selecting the most appropriate guidelines, references, and procedures for application and in making minor deviations to adapt guidelines in specific cases.  Employee may also determine 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

Duties consist of related steps, processes, or methods, such as performing routine aspects of technical supply management functions.  The employee decides what to do by recognizing the existence of, and differences between, easily recognizable situations and conditions, and choosing courses of action from among options related to specific assignments.  Actions to be taken or responses to be made differ in such things as the source of information, kind of transactions or entries, or other differences of a factual nature.

Factor 5, Scope and Effect





Level 5-2
75 Points

Work involves execution of specific rules, regulations, or procedures and typically comprises a complete segment of an assignment or project of broader scope such as when assisting a higher grade employee.  The work affects the accuracy, reliability, or acceptability of meeting further processes or services in meeting customer requirements in support organizations and other supply units.

Factor 6, Personal Contacts





Level/Points
(See Factor 7)
Contacts are with employees in the same agency, but outside the immediate organization.  Persons contacted are engaged in different functions, missions, and kinds of work such as other operating offices in the immediate installation and/or with members of the general public in moderately structured settings such as vendor employees concerned with the status of orders and shipments.

Factor 7, Purpose of Contacts





Level 6/7-2a
45 Points

Purpose of contacts is to obtain, clarify, or exchange facts or information, regardless of the nature of those facts, which may range from easily understood to highly technical.

Factor 8, Physical Demands





Level 8-2
20 Points

The work requires some physical exertion such as long periods of standing; heavy lifting; recurring bending, crouching, stooping, stretching, reaching; or similar activities.

Factor 9, Work Environment





Level 9-1

5 Points

Work is performed indoors in an environment involving everyday risks or discomforts which require normal safety precautions typical of such places as offices or meeting rooms.  The area is adequately lighted, heated, and ventilated.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
_________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDS USED:  US OPM PCS for Supply Clerical and Technician Series, GS-2005, TS-115 dated May 1992; and Office of Personnel Management, Atlanta Oversight Division, Classification Appeal Decision dated 9 April 1996, Supply Clerk (Office Automation), GS-2005-04.

GS-4 Point Range:  655 - 850

Total Points:  670

Grade:  GS-4

CLASSIFICATION REMARKS:  None

NOTE TO USERS:  
1.  Factors 8 and 9 may need to be changed to reflect the requirements of the position.  Factor level 8-1 should be assigned if the work is primarily sedentary.  For example, the employee sits comfortably to do the work; and/or there may be some walking, standing, bending, carrying of light items, such as papers, books, or small parts.  There are no special Physical Demands required to perform the work.  Factor level 9-2 should be assigned if the Work Environment involves moderate risks or discomforts which require special safety precautions, such as working around moving warehouse equipment, carts, or machines.  For example, employees may be required to use protective clothing or gear, such as masks, gowns, safety shoes, goggles, hearing protection, and gloves.  If your position requires assignment of factor level 8-1 and/or 9-2, this document must be modified and the Total Points adjusted to reflect the changes.  These changes will not impact the use of this document as an Air Force Standard Core Personnel Document (SCPD), therefore, do not change the SCPD Number.

2.  SCPD was updated 06/23/03.  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.

*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.

_________________________________________________________________________________________________

AFPC Free Flow Format

AF Form 1003 APR 90 (COMPUTER GENERATED)

DATE:  06/23/03

Page 5

