STANDARD CORE PERSONNEL DOCUMENT                                                                              Number:  9G522

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G522

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
81DA

TARGET GRADE:
11
FLSA:
Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Investigations and Inquiries Specialist, GS-1801-11

DUTY TITLE:  Investigations and Inquiries Specialist

__________________________________________________________________________________________________
ORG & FUNC CODE:  


1ST SKILL CODE:
60%
INV
Investigations

2ND SKILL CODE:
40%
AKTQAC
Specialist/Analyst- Inquiries and Complaints

3RD SKILL CODE:


__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 12/19/01

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 provide a variety of specialized technical and investigative work associated with Complaints, Review, and Oversight functions within a Numbered Air Force (NAF) IG office.

The organizational location of this position is:  

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

DUTY 1:









%
Critical


Reviews and implements policies and procedures.  Supports the Numbered Air Force (NAF) IG in the development, review, and full implementation of policies and procedures to achieve prompt and proper resolution of high-level investigations and inquiries under the Inspector General Complaint System.  Reviews DOD/IG, SAF/IG, and MAJCOM tasking for the NAF to conduct reviews, inquiries, and investigations; formulates strategies for handling sensitive complaints; and identifies requirements for NAF/CC, CV, or IG intervention based on significant patterns or trends detected as the result of investigative endeavors.  Implements, establishes, and evaluates procedures to process Congressional, Presidential, and high-level inquiries, IG complaints, and Fraud, Waste, and Abuse (FWA) disclosures regardless of the source (walk-in, letter, DOD/SAF/MAJCOM telephone hotlines, telephone, and referrals).  Ensures all disclosures are protected to help prevent reprisals and to preclude unwarranted invasions of privacy.  

STANDARDS:
A.  Consistently works to ensure the integrity and confidentiality of the Inspector General complaints program.

B.  Procedures developed to process inquiries typically result in timely and accurate processing.

C.  With rare exception, validation of the results of administrative investigations, inquiries, and reviews accomplished by IG appointed investigative officers are accurate and timely.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________
DUTY 2:









%
Critical

Plans and conducts the NAF complaints program.  Manages the receipt and processing of IG complaints and FWA disclosures.  Conducts oversight and quality review for investigations into allegations, ensuring thoroughness, impartiality, and documents any command action taken.  Hears a variety of IG complaints, grievances, inquiries, and/or suggestions at any time from military members (retired and active), civilians, and dependents.  Determines the nature of the complaint and the specific issues to be addressed.  Analyzes complaints to discern those that fall under the jurisdiction of the IG office and those that fall within the jurisdiction of other authorities.  Appoints Investigating Officers (IOs) to each complaint.  As necessary, briefs and instructs IOs regarding matters to be investigated and applicable evidence rules.  Reviews and validates the results of administrative investigations, inquiries, and reviews accomplished by IG appointed investigative officers to determine that adequacy of scope, depth of fact finding, proper use of evidence and reasonableness of conclusions/recommendations are in accordance with appropriate guidelines.  Conducts staff assistance visits to ensure subordinate units have an effective complaint program that fosters good communication.

STANDARDS:
A.  Typically accurately screens most inquiries and complaints to verify matters that warrant processing within the IG system.

B.  Normally appoints Investigating Officers who are fully qualified to investigate complaints.

C.  Staff assistance visits to subordinate activities are almost always planned and conducted in a fully satisfactory manner.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________
DUTY 3:









%
Critical


Conducts investigations.  Complaints and resulting investigations cover a diverse range of subjects and allegations in such areas as operations, logistics, personnel, finance, civil engineering, training, and health care, and ranging from simple inquiries to very complex issues that may result in further investigative matters that grow from the original complaint.  Receives testimony and collects data while conducting formal investigations and inquiries on sensitive issues and FWA disclosures.  Determines the proper course of action and plans, coordinates, initiates, and directs the actions necessary to resolve the complaint.  Prepares investigation reports in accordance with appropriate guidelines.  Frames allegations and assembles reports of investigation for higher headquarters review.  Processes complaints from origination through case closure and maintains case files as appropriate.  Prepares summaries of testimony when appropriate, including the preparation of all letters, messages, memoranda, and briefings with accompanying visual aids.

STANDARDS:
A.  Conducts investigations and inquiries in accordance with appropriate guidelines and prepares case conclusions that are almost always accepted as proposed.

B.  Usually prepares clear, comprehensive, and cohesive investigative reports in a timely manner and in keeping with appropriate guidelines.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________
DUTY 4:









%
Critical

Manages the Freedom of Information Act/Privacy Act release of IG records.  Reviews and makes appropriate determination concerning release of IG records in accordance with the Freedom of Information Act (FOIA), and Privacy Act (PA).  Develops an efficient, timely, and procedurally correct program to ensure the integrity of Inspector General records.  Makes final determination of release/denial of IG records requested under FOIA/PA.  Establishes and maintains close coordination with the Staff Judge Advocate.  Reviews public laws, United States Code, and Air Force directives to determine FOIA/PA exemptions and denials.

STANDARDS:
A.  Almost always exercises sound judgment in assessing the scope of requests for release of IG records, and accurately interprets statutes and regulations.

B.  Coordination with the SJA normally results in agreement with the incumbent’s determinations.

C.  Typically accurately interprets public laws, applicable aspects of the United States Code, and Air Force directives concerning FOIA/PA exemptions and denials.

KSA:  1, 2, 4, 5

__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of investigative techniques, principles, and procedures to conduct investigations of allegations of fraud, waste, and abuse or other complaints of wrong doing or inappropriate behavior on the part of Federal activities.

2.  Knowledge of the Freedom of Information and Privacy Acts.

3.  Skill in planning and conducting interviews, inspections, and investigations.

4.  Ability to research, interpret, analyze, and apply regulations, policies, and directives pertaining to the Air Force complaints and investigation programs.

5.  Ability to communicate orally and in writing.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-7
1250 Points

-- Comprehensive knowledge of the laws, regulations, Executive Orders, court decisions, and issues related to the IG complaints process, Fraud, Waste, and Abuse disclosures, the Freedom of Information Act, and Privacy Act and the skill to apply this knowledge to a variety of difficult and complex work assignments dealing with complex or sensitive investigations of complaints and inquiries.

-- Knowledge of various military and civilian programs such as those concerning assignments, promotion, training, pay, equal opportunity/treatment, etc., and skill in applying analytical techniques to issues and customs encountered by the military and civilian work force and investigations of various kinds of complex complaints, inquiries, requests for substantive information concerning Air Force programs and operations, and resolve or recommend appropriate disposition. 

-- Skill in identifying problems and in developing concrete action plans to solve these problems and advise managers on appropriate courses of action to avoid problem situations.  

-- Skill in conducting investigations, interviewing, fact finding, and data analysis; approaching individuals who may be fearful, skeptical, or uncooperative during the questioning process of the investigation; establishing rapport with different personality types in order to glean appropriate information pertaining to complaints and allegations, and to resolve complex problems.

-- Ability to communicate orally and in writing to prepare comprehensive reports of investigation, responses to congressional staffers, and make presentations to high level management officials.

Factor 2, Supervisory Controls





Level 2-4
 450 Points

The supervisor sets the overall objectives and resources available.  The supervisor and employee collaborate in developing deadlines and approaches to unusual or particularly sensitive problems.  The employee exercises judgment in planning and carrying out assignments and selects the appropriate techniques to complete assignments.   The employee advises the supervisor when major unexpected problems or significant controversial issues arise.  Completed work is reviewed for conformance with IG goals, guidelines, and effectiveness in achieving intended objectives.

Factor 3, Guidelines






Level 3-4
 450 Points

Guidelines include DOD and Air Force directives, policies, and operating instructions, case files, action files, etc., and the Air Force Inspector General Concept of Operations.  Guidelines are numerous, diverse (cover operations, logistics, personnel, finance, civil engineering, health care, etc.), and extensive, requiring the employee to use experienced judgment to adapt or interpret them for application to issues and problems studied or investigated, or to develop new procedures for installation level IG guidance.  Guidelines are often inadequate in dealing with unusual complaint investigations.  The employee uses initiative and resourcefulness in extending or redefining guidelines, or deviating from traditional principles and practices.  

Factor 4, Complexity






Level 4-4
 225 Points

The work involves complete assignments with widely varying duties including the complete cycle of fact-finding, problem definition and identification, determining cause and effect relationships, making conclusions, and recommending a decision or proposing action.  Assignments are to resolve complex problems typically characterized by factors such as a large body of interrelated facts, many sources of information (e.g., witnesses of parties to the complaint, files, records, and written and unwritten policies), many of the facts are disputed, facts are hidden and must be reconstructed from statements of persons and records, and conclusions require interpretation of rules and principles in a variety of situations not specifically covered by regulations.  Decisions regarding what needs to be done include planning the project or assignment so that essential facts and issues are adequately covered, making major modification in methods and approach to the problem during the assignment as conditions warrant, and sorting relevant facts from a vast body of information, opinions, and conditions.  A broad range of accepted fact-finding and analytical techniques must be applied and modified as necessary to meet each particular situation.  

Factor 5, Scope and Effect





Level 5-3
 150 Points

The purpose of the work is to provide a variety of specialized technical and investigative work associated with complaints, reviews, and oversight functions.  Investigative processes typically involve assessing a variety of programs’ effectiveness, investigating or analyzing different types of unusual conditions, problems, or questions.  Conclusions and recommendations of investigations could resulting changes to existing policy, precedent, or directives in several areas as well as identify potential problems in numbered Air Force or MAJCOM programs.

Factor 6/7, Personal Contacts and Purpose of Contacts


Level 6/7-3c
 180 Points

Maintains contact with other staff offices within the NAF and tenant organizations.  Outside contacts include liaison personnel and senior staff officials or general officer equivalent levels in congressional offices.  The incumbent also has contact with other staff officials and other IG offices throughout the Air Force and DOD.

The purpose of contacts is to collect information, documentation, and data to substantiate and validate findings, facts, or violations of government policies, procedures, and instructions.  It is possible that those contacted may be fearful, skeptical, or uncooperative during the questioning process of the investigation or inquiry.  The incumbent also uses contacts to acquire specific legal clarification or interpretation of Air Force and DOD directives for resolution of highly sensitive and specialized problems, allegations, or Congressional inquiries.  Contacts are also made to coordinate the final results of investigations, develop and/or implement a change in policy or procedure, and provide the information to the appropriate action office.

Factor 8, Physical Demands





Level 8-1
   5 Points

The work is primarily sedentary with walking, standing, light carrying, and personal computer operating.  There are periodic requirements to travel around the installation in order to accomplish interviews of personnel.  Some travel is also required to evaluate the effectiveness of the IG complaint program at subordinate units.

Factor 9, Work Environment





Level 9-1

   5 Points

The work is performed in an office setting with adequate lighting, ventilation, and environmental control.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
May be required to travel by military or commercial aircraft while in a temporary duty status.

_________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  US OPM Position Classification Standard for General Inspection, Investigation and Compliance Series, GS-1801; OPM Position Classification Standard for Equal Employment Series, GS-0260; US OPM Administrative Analysis Grade Evaluation Guide; (HRCD-7, July 1999).

Factor Levels and Points Assigned Using the US OPM Administrative Analysis Grade Evaluation Guide:  1-7/1250; 2-4/450; 3-4/450; 4-4/225; 5-3/150; 6-7-3c/180; 8-1/5; 9-1/5

GS-11 Point Range:  2355-2750

Total Points:  2715

Grade:  GS-11

CLASSIFICATION REMARKS:  

Series and Title Determination

This position involves the processing of IG complaints, Freedom of Information and Privacy Act requests, Fraud, Waste, and Abuse complaints, Congressional inquiries, etc.  The incumbent receives and follows up on various requests for assistance, allegations of potential wrongdoing, or complaints in administrative areas.  This follow up requires inquiry and/or investigation to gather facts and provide requested assistance and/or determine whether alleged violations have actually occurred and preparing the case file.  The position meets the definition of the GS-1801 Series that includes positions that administer, coordinate, supervise or perform inspectional, investigative, analytical, or advisory work to ensure understanding of and compliance with Federal laws, regulations, or other mandatory guidelines when such work is not more appropriately classifiable in another series either in the Investigation Group, GS-1800 or in another occupational series and is therefore assigned to the GS-1801 series.  There are no prescribed titles for this series, therefore the title Investigations and Inquiries Specialist, GS-1801 is assigned.
Grade Determination:

The GS-1801 standard does not contain grading criteria.  The position is evaluated by both the Equal Employment Opportunity Series Standard, GS-0260 and the Administrative Analysis Grade Evaluation Guide.  Both standards are written in the factor format and contain relevant work processes and the application of analytical processes and techniques. 

NOTE(S) TO USERS:  Minor changes, including skill code shreds, may be made to fit local requirements as long as the changes do not affect the staffing or classification patterns of the SCPD.

__________________________________________________________________________________________________
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