STANDARD CORE PERSONNEL DOCUMENT

                   Number:  9G277

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)
ORGANIZATION:

CPD NUMBER:
9G277

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
K55A

TARGET GRADE:
07
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:
See Note(s) to Users

__________________________________________________________________________________________________

CLASSIFICATION:  Computer Assistant, GS-0335-07

DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
50%
APUCSS
Computer Clerk/Assistant/Comptr Spclst Support

2ND SKILL CODE:
25%
APUCST
Computer Clerk/Assistant/ Subject Matter User Suppt

3RD SKILL CODE:
25%
APUDRA
Computer Clerk/Assistant/Production Control

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 10/22/98 

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:



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

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:
The primary purpose of this position is:  To provide advanced technical services in applications programming; installation and maintenance of hardware; and installation, upgrade, and maintenance of software.

The organizational location of this position is:
__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:
The organizational goals or objectives of this position are: _________________________________________________________________________________________________

DUTY 1:








%
Critical



Responsible for limited specialized projects and assignments involving development, test, implementation, and modification of computer programs and operating procedures.  Provides support to computer specialists by performing coding, testing, and limited programming for a variety of applications.  Maintains documentation and program databases. Receives and processes requests to write, upgrade, or modify small program modules which are part of a larger system of interrelated programs that have previously been designed and implemented.  Independently identifies the work to be done, plans, and carries out the steps necessary for developing applications programs using the COBOL, FORTRAN, or other higher level programming languages, providing for variations in recurring runs and special reports.  Considers a variety of factors in program applications work such as:  developing input requirements for programs from detailed logic charts and related information developed by computer specialists, drawing basic program flow charts, applying higher level programming languages, initiating testing, assembling test data, debugging programs, and submitting user requests with recommended finished module to specialist.  Determines the actions required by taking into account applicable instructions, references, objectives, customer desires, established program logic, and system constraints.  Maintains a few modules that frequently require variations in production requirements.  In support of specialists, solves problems and responds to requests to advise on issues related to defining information requirements, desired formats, and the amount and kind of data combinations and arithmetic manipulation required.  Adapts or develops new work procedures and instructions for application by self and others. 
STANDARDS:
A. Almost always, efficiently conducts limited specialized projects and assignments. 

B.  With few exceptions, accurately codes, tests, and programs.

C.  Typically ensures accurate and timely processing of program modifications.

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

__________________________________________________________________________________________________

DUTY 2:








%
Critical



Installs and maintains hardware.  Verifies that all equipment attachments and power support items are approved and are in compliance with existing regulations, directives, and vendor specifications.  Documents user computer equipment and supply requirements for their procurement.  Records the temporary and/or permanent transfer of hardware.  Performs inventory of hardware.  Researches current industry literature to identify the availability of equipment such as computer systems, printers, monitors, modems, and/or associated equipment.  Maintains stocked parts to ensure prompt service and arranges for replacement parts.  Works with computer specialists to accomplish complete component testing/validation of hardware ranging from user items to resident host system.  Answers technical questions for which sometimes the guidelines may provide for judgmental deviations.  Assists users in preparing computer hardware/connectivity service requests.  Identifies hardware problems and develops solutions for associated short and long-term effects.  Determines whether hardware repair with vendor support or local assets are needed.  Performs equipment maintenance.  Provides instructions to users.  Maintains, interprets, and writes portions of operating equipment and user manuals and instructions.  Performs system tests and completes appropriate worksheets and reports.

STANDARDS:
A.  With few exceptions, accurately determines that equipment is approved and in compliance with established criteria.

B.  Routinely assists users in preparing hardware/connectivity service requests in a reliable and timely manner.

C.  Normally maintains user manuals and instructions effectively.

KSA:  1, 2, 5, 6

__________________________________________________________________________________________________

DUTY 3:








%
Critical



Installs, upgrades, and maintains software.  Performs system software control and library functions.  Develops new and/or modified procedures for the operation of the software library and configuration management procedures.  Determines whether new software is needed or if existing programs can be enhanced.  Installs or removes software packages to include operating system, office automation, and special purpose software.  Loads appropriate printer drives for each software package to ensure compatibility with attached printer.  Answers technical questions using established guidelines that may call for judgmental deviation.  Develops computer procedures and tests for possible operation and implementation.  Maintains records of software property controls and up-grade transactions.  Maintains, interprets, and writes portions of operating and user manuals and instructions.

STANDARDS:

A.  Almost always determines need for and develops appropriate and effective new/modified procedures.

B.  Typically makes software determinations that result in more efficient operations and satisfy local requirements.

C.  With few exceptions, effectively develops and accurately tests computer procedures.

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

DUTY 4:








%
Critical



Schedules, maintains, and provides advice on formulation of job requests and computer programs for which the guidelines may provide for judgmental deviations.  Advises on formulation of job requests based on customer’s description of new, changing, and recurring product requirements.  Reviews new and recurring job requests to identify unanticipated actions needed to supplement instructions, such as adding or changing processing controls and arranging for media conversion.  Identifies program needs and develops format and input requirements.  Schedules production and one-time computer programs for processing.  Plans or coordinates changes in scheduling requirements with customers, and participates with users in planning or coordinating new or modified requirements.  Edits production jobs.  Tests newly developed or revised programs.  Establishes workload priorities based on customer requests and system capability.  Coordinates with operators to determine system status of previously scheduled programs or to adjust the priority of programs.  Reviews production results for compliance with schedule.  Notifies users of delays or stoppage affecting timely work production and estimated time of completion.  Explains system capabilities, limitations, and output variations when the user has unusual or unique processing requirements that are difficult to formulate.  Distributes output according to established list or in response to special requests.  Maintains logs of jobs resubmitted due to error or lack of clarity.  Assists in maintaining accurate files of programs.

STANDARDS:
A.  With rare exception, accurately identifies program needs and develops correct format and input requirements.

B.  Routinely tests newly developed or revised programs in an efficient manner.

C.  Normally establishes appropriate and effective workload priorities.

KSA:  1, 2, 3, 5, 6

__________________________________________________________________________________________________

DUTY 5:








%
Critical



Provides guidance and assistance to customers.   Assists customers in the application of system capabilities when the customer has unusual or unique processing requirements that are difficult to formulate.  Advises and assists users inside and outside of the immediate organization in the effective operation of numerous software packages and the use of all available equipment.  Detects patterns/common causes for recurring problems to determine where standardized solutions are needed.  Identifies user requests or problems and determines solution by taking action such as manipulating files, modifying applications programs, developing or modifying system command language control files, or resolving software or hardware problems.  Demonstrates processes and procedures to users.  Prepares operating procedures and recommends automated methods for better use of resources.  Implements timely changes and analyzes the results for any additional actions required.  Coordinates or participates in the development of training required for these changes, assesses training needs, and conducts training for serviced personnel.  Keeps current on information in the field and changes in applications, hardware, software, and related technology.

STANDARDS:
A.  With few exceptions, adequately and courteously provides guidance and assistance to customers.

B.  Typically establishes and executes effective training to ensure automated system is used to the fullest extent.

C.  Almost always, accurately determines best possible solutions to user requests and problems.

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

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):

1.  Knowledge of DoD and Air Force automated data processing standards, policies, and techniques.

2.  Knowledge of information processing sequences, controls, and procedures; and computer hardware and/or software systems and their interfaces.

3.  Knowledge of higher level programming languages comparable to COBOL and FORTRAN; and the terminology, codes, abbreviations, and graphics for preparing system documentation or programs.

4.  Knowledge of local rules and procedures controlling job priorities and controls on access to data and program files.  

5.  Ability to use and maintain a computer system, equipment, and software; analyze computer software and/or hardware problems and develop economical solutions; and train users.

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

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required by the Position



Level 1-5
750 Points

-- Knowledge of the fundamentals of programming logic; system and higher level languages comparable to COBOL and FORTRAN used in limited programming; and operating system input/output methods, software, and existing applications.  This is used to program assigned modules, provide for a variety of input, media, processing controls, variations in run stream controls, and software utilization and suppression.

-- Knowledge of subject matter information requirements to coordinate with users and acquire information about subject

matter content, processing purposes, program objectives, and similar information for use in module and modification programming.

-- Knowledge of programming techniques appropriate to recognize program modification requirements that can be designed and implemented without impact on total system logic or processing effectiveness, and to initiate re-design (patch) of those program segments.

-- Knowledge of records requirements for use in writing brief summaries of own programming, processing control, documentation, library maintenance, and other work efforts to provide finished input to program records for local use and for the guidance of others.

Factor 2, Supervisory Controls





Level 2-3
275 Points

The supervisor provides direction on objectives and priorities for new work, deadlines, and deadline changes for new and established work.  The employee identifies work to be done, plans, and carries out the steps required and submits completed work to the users without supervisory review.  The employee commonly adapts or develops new work procedures and instructions for application by self and others.  Deviates from instructions based on past experiences and system flexibilities to resolve problems.  The employee seeks supervisory assistance and discusses problems related to the work when processing requests appear to exceed system capacity or could have adverse effects on other processing requirements.  Completed work is checked for conformity to deadlines and accepted practices.  Work methods are not normally reviewed unless a recurring, common pattern of problems develops.

Factor 3, Guidelines






Level 3-2
125 Points

Guidelines are primarily written, and are supplemented by instructions.  Selection of an appropriate guideline is usually clear.  Judgment is required depending on the phase of work and the kind of product being requested.  Deviations that have not been established by experience and precedent actions are referred to the supervisor.

Factor 4, Complexity






Level 4-3
150 Points

The employee performs a variety of related tasks that require a sequence of actions involving different methods and procedures to operate, install, and maintain computer hardware and software.  The tasks encompass scheduling, troubleshooting software and hardware problems, solving operating problems, detecting patterns/common causes for recurring problems, explaining system capabilities, limitations and output variations to users, developing input requirements for revised applications programs, implementing, and testing the revised programs.  Advises on the formulation of job requests based on customer description of product requirements.  The decision regarding what is to be done for each assignment results from studying its characteristics to determine the sequence and nature of steps to be carried out.  Actions to be taken differ according to hardware and software constraints, customer needs, established program logic, existing system capabilities, workload, and priorities.

Factor 5, Scope and Effect





Level 5-3
150 Points

The employee monitors system processing and performance, solves problems, and answers technical questions about control, scheduling and/or direct support functions.  Problems and error conditions are conventional to information processing although solutions are not always covered by established or standardized procedures.  Results of the work affect the efficiency of processing services, adequacy of products used in subsequent activities, and processing procedures and methods.  The work is essential to users accomplishing their primary tasks.

Factor 6, Personal Contacts





Level 6-2
25 Points

Contacts are with specialists and other recipients outside of the organization, and/or employees of other agencies or non-government organizations who use the facility, and/or contractor representatives, (e.g., vendor repair technicians, customer engineers, etc.).  The contacts are structured and routine and the role of each participant is readily determined.

Factor 7, Purpose of Contacts





Level 7-2
50 Points

The purpose of contacts is to plan or coordinate changes in scheduling requirements or priorities due to data or equipment related problems; to participate with users in planning and coordinating new or modified requirements when the work fits generally within system options, schedules, etc.; and/or to plan user participation, methodology, and deadlines for new projects.

Factor 8, Physical Demands





Level 8-1
5 Points

The work is generally sedentary, although there may be some walking or standing for short periods of time, bending, or carrying of light loads of papers, books, reports, and other items requiring only moderate physical ability and physical stress.

Factor 9, Work Environment





Level 9-1

5 Points

The work involves common risks or discomforts that require normal safety precautions typically followed in work areas, such as offices, meeting rooms, and libraries.  The area is adequately lighted, heated, and ventilated.  Employees in or adjacent to computer rooms may be within environmentally controlled areas and, although relatively cool, require only normal clothing to compensate for minor discomfort.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:  The employee may be required to work other than normal duty hours, which may include evenings, weekends, and/or holidays.

__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDS USED:  OPM Position Classification Standard for Computer Clerk and Assistant Series, GS-0335, HRCD-4 dated December 1997; and DoD Civilian Personnel Management Service Classification Appeal Decision dated May 15, 1996.

GS-07 Point Range:  1355 - 1600

Total Points:  1535

Grade:  GS-07

CLASSIFICATION REMARKS:

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.  SCPD was updated 06/25/02.  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 10 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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