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                Number: 9G737

____________________________________________________________________________________________________


 AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G737
SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
03GA
TARGET GRADE:
05
FLSA:
Non Exempt
JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________

CLASSIFICATION:  Freight Rate Assistant, GS-2131-05
DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:

100%
                  FLN
Freight Rate Assistant 
2ND SKILL CODE:


3RD SKILL CODE:


__________________________________________________________________________________________________

DEVELOPED AND CLASSIFIED BY THE AIR FORCE SCPD LIBRARY, 02/10/04
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 technical and administrative support to rate and route routine shipments limited to one or two modes and prepare required billing and documentation.
The organizational location of this position is:
__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:
__________________________________________________________________________________________________

DUTY 1:








%
Critical

Rates and routes shipments.  Receives routine shipping requests and assembles requests by destinations, appropriations chargeable, and condition of commodities.  Determines the mode of shipment in consideration of carriers’ services and transit time.  Selects mode, carrier, and required type of carrier equipment for eligible cargo.  Contacts carrier to arrange cargo pick-up requirements such as specialized equipment, time, location, and delivery date.  Compares rates by use of carriers’ tariffs or on basis of basic rates secured from the carrier.  Responsible for contacting each carrier for a positive response with a commitment to accept the freight.  Effects consolidation of line items into shipment units when commodities are compatible and ratings have a comparable degree.  Freight is usually shipped to a geographic area comprised of a relatively small number of states.  Movements are primarily recurrent between a limited number of points and are primarily limited to one or two modes.  A limited variety of items are shipped and few shipments require special handling.  

STANDARDS:
A.  With rare exception, effectively determines the most appropriate mode of shipment.
B.  Regularly ensures that the lowest cost approved carriers are used.
KSA: 2, 3, 4, 5, 6 __________________________________________________________________________________________________

DUTY 2:








%
Critical

 

Classifies shipments.  Classifies each commodity specifically described by carrier publications and other published freight classification guides.  Considers varied characteristics of commodities such as density, released valuation, set up, knocked-down, nested, loose, palletized, specially packaged, etc. for classification.  Interprets freight rate tenders published by commercial carriers to determine applicability and cost-effective rates to specific geographical points within CONUS.  
STANDARDS:
A.  Typically makes accurate and appropriate classifications using established guidelines.  
B.  Usually interprets publications in an accurate and timely manner.
KSA:  1, 2, 3, 4, 5, 6
_________________________________________________________________________________________________
DUTY 3:








%
Critical

 

Conducts pre-audits to ensure proper payment of shipments.  Pre-audits shipping documents for accuracy and proper shipment authority.  All bills are studied on the basis of careful tariff inspection to ensure, prior to approval of payment, that any correction required or made in the billing is authorized in the tariff.  May be required to review inbound shipping documents to determine that services were authorized/rendered by comparing inbound shipments with supporting documents evidencing receipt for shipment to ensure all requirements are met.  Checks shipping documents, weight certificates, and signatures for obvious freight classification errors and shipment discrepancies.  
STANDARDS:

A.  With rare exception, conducts accurate and timely pre- and post- audits to ensure proper billing and services rendered.
B.  Ordinarily ensures freight classification errors are corrected in a timely manner.
KSA:  1, 2, 3, 4, 5, 6
_________________________________________________________________________________________________

DUTY 4:  








%
Critical 

Ensures shipping documents are reviewed and checked for accuracy.  Prepares documents on all transportation discrepancies for shipments received.  Investigates and gathers facts relating to each discrepancy in shipment to support government claims against the carrier.  Maintains logs, records, and reports and prepares Government Bills of Lading.  Ensures carrier representatives have signed and received appropriate copies of the freight documentation and that carrier responsibility has been established and is supported with documented evidence.  
STANDARDS:

A.  Most of the time, ensures documentation is accurately completed in accordance with governing directives.

B.  Ordinarily assures the cost of the shipment is accurately charged to the proper shipping activity and transportation appropriation.
KSA:  1, 2, 3, 4, 5, 6
__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of standards, route orders, and classification rating guides. 
2.  Knowledge of commercial tariffs and tenders to properly rate freight shipments.
3.  Knowledge of transportation regulations, methods, and techniques relating to the movement of freight in order to affect shipment of commodities.

4.  Knowledge of a variety of freight.
5.  Ability to interpret and apply instructions.
6.  Ability to communicate effectively, both orally and in writing.
__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required by the Position




--  Knowledge of standard DoD and Air Force Regulations, policies and instructions, and publications relating to the movement of freight in order to affect shipment of commodities.
--  Knowledge of cargo movement rules, regulations, and procedures to effect shipments.
--  Practical knowledge of shipment and receipt operations for the movement and routing of freight.  

--  Ability to communicate effectively and work well with others.
Factor 2, Supervisory Controls






The supervisor makes general work assignments in terms of overall objectives and priorities and is available to provide guidance on new, difficult, or unprecedented inbound freight problems, implementation of new procedures, and policy changes.  The incumbent independently carries out routine and recurring assignments without instruction, but assignments not covered by guidelines or precedents are referred to the supervisor for advice on a decision.  Work is reviewed for accuracy and compliance with regulations and established precedents.  
Factor 3, Guidelines







Guidelines include Air Force, DoD Joint Regulations, Department of Transportation, Federal Regulations and directives, guidelines published by commercial carriers, carrier tariffs and tenders, Transportation Facility Guides, and other policies and directives related to the movement of cargo through the Department of Transportation System.  The employee uses judgment to select precedents, guidelines, and procedures and make minor deviations to adapt guidelines to specific cases.   The employee processes and resolves problems in accordance with project or assignment requirements and ensures consistency with transportation policies and objectives.  

Factor 4, Complexity







The majority of the work is recurring.  The work consists of duties that involve related steps, processes, and methods.  Decisions regarding what needs to be done involve various choices requiring the employee to recognize the existence of and difference between recognizable situations and conditions.  Assignments include duties which involve related processes of considering and resolving a wide range of interrelated shipment problems relating to selection of mode, routing and enroute services, packaging, shipping instructions, regulatory documentation, and pick-up or delivery arrangements.  Actions to be taken differ depending on the kind of transaction.  



Factor 5, Scope and Effect






The work involves the movement of freight via the most economical routes using common methods.  Failure to accurately complete the work may result in lost and misrouted shipments.  The work affects the reliability and acceptability of further processes and services in meeting customer requirements in supported organizations.  





Factor 6, Personal Contacts


Personal contacts are with carrier representatives delivering shipments to the incumbent’s work place on a routine basis, and with employees in the same agency, but outside the immediate organization.  People contacted are generally engaged in the different functions, missions, and kinds of work.  
Factor 7, Purpose of Contacts






The purpose of contacts is to coordinate work efforts to effect shipment of materials, to receive and clarify data necessary for the completion of duties, and to answer specific questions about a particular shipment.  Works with individuals or groups who are working toward mutual goals and who have basically cooperative attitudes.      


Factor 8, Physical Demands







The work is primarily sedentary, but there may be some walking, standing, bending, and carrying of light items.  No special physical demands are required to perform the work.
Factor 9, Work Environment






The work is mainly accomplished in an office and warehouse environment which involves everyday risks or discomforts.  The work area is adequately lighted, ventilated, and heated.  

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
_________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDS USED: OPM Position Classification Standard for Freight Rate Series, GS-2131, TS-38, February 1962.

CLASSIFICATION REMARKS:  

Series and Title Determination:
The purpose of this position is to classify, rate, route, and effect shipment of cargo.  The work requires knowledge of transportation regulations, methods, techniques, rate tariffs, and freight.  This work is best described by the GS-2131 series which covers positions the duties of which are to administer, supervise, or perform work involved in the procurement of common carrier and other transportation service for the domestic and foreign movement of freight.  According to the series standard, positions GS-04 to GS-06 which perform a combination of rating and classification duties are to be titled Freight Rate Assistant.
Grade Determination:

According to the GS-2131 standard, the key element in assessing the difficulty of freight rate positions is the extent to which the assistant or specialist must know and use the tariff and related publications.  The extent of tariff utilization is measured in classification work by the kind of commodities classified and in rating work by certain characteristics of the traffic, e.g., the geographic area covered, variety of commodities shipped.  In addition to the extent of tariff utilization, grades of these positions are also affected by the conditions under which the work is performed, e.g., by the kind and level of responsibility carried.  The criteria under which grade levels are determined are grouped into the following categories:  Nature and Purpose of Work, Finality of Action, Judgment Exercised, and Supervision Received.  The standard takes these grade distinguishing elements and creates illustrations for typical work performed at each grade level.  Positions are classified by determining which illustration is the closest match to the position.  

This position is a close match to the illustration in the standard given under GS-05 level work as it involves movements made within a geographic area comprised of a relatively small number of states; movements are recurrent between a limited number of points and are primarily limited to one or two modes; a limited variety of commodities are shipped; and few shipments involve special handling requirements.  Also given in this illustration is the pre-auditing of freight bills for correctness when the same conditions and limitations above apply.  

Final Classification:  This position fully meets the GS-05 level and is classified as GS-2131-05, Freight Rate Assistant.
NOTES TO USERS:  

1.  Minor changes may be made to fit local requirements as long as the changes do not affect the classification or staffing patterns of this SCPD.  
2.  Headquarters Air Force functional offices are active participants in development of SCPDs and unless there are significant differences in duties and responsibilities, support implementation of SCPDs to all like positions in the Air Force.  SCPDs may be applied once mutually agreed upon by the supervisor and servicing classification specialist.
_______________________________________________________________________________________________
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