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 AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G749

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
076E

TARGET GRADE:
07
FLSA:
Nonexempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________

CLASSIFICATION:  GS-0086-07, Security Assistant

DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:

SSY
     Security

1ST SKILL CODE:

70%
ANS
Security Clerical & Assistance
                   

2ND SKILL CODE:

30%
BUARWE
Budget Assistant/Annual Approp Budgeting

3RD SKILL CODE:


__________________________________________________________________________________________________

DEVELOPED AND CLASSIFIED BY THE AF SCPD LIBRARY:  02/11/04
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:
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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 ensure adequate equipping and funding for Security Forces mission and training requirements.

The organizational location of this position is:
__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  __________________________________________________________________________________________________

DUTY 1:







%
Critical


Manages Security Forces squadron equipment.  Directs, obtains, maintains, and provides for proper usage of Security Forces equipment in order to meet unit objectives.  Maintains liaison with interservice, Air Force, MAJCOM, and other agencies to ensure proper acquisition, use, and maintenance of major equipment items required to support the unit.  Plans for the use of physical security equipment, ensuring the most efficient and economical combination of manpower and equipment.  Implements DoD, USAF, and MAJCOM policies and plans, coordinates, and monitors short and long term equipment requirements.  Ensures personnel are properly trained on various types of security equipment in regards to operation, care, and maintenance.  Reviews and analyzes equipment utilization and failure rates, repair and replacement costs, and technological advancements.  Coordinates with the MAJCOM functional staff to accurately estimate the cost of technologically advanced future equipment needs.  Receives requests for security equipment, determines need/justification, reviews appropriate directives and other source material to obtain ordering information and authorization, and prepares any required forms.  Conducts follow-up coordination.  Prepares briefings through the review of resources management reports and inventories to advise flight and section chiefs of the resource situation as it impacts the unit mission.  Keeps the commander informed on the status of all assigned and forecasted weapons, vehicles, equipment, and supplies.  

STANDARDS:
A.  With rare exception, provides equipment that is responsive to mission needs in a timely manner.

B.  On a regular basis, plans continuously cyclic replacement of essential communication and electronic security equipment in an effective manner.    

C.  Usually prepares effective and informative briefings to keep management apprised of the resource situation.

KSA:  1, 2, 5, 6, __________________________________________________________________________________________________

DUTY 2:







%
Critical


Analyzes the combat readiness of the squadron through evaluation of training and equipment.  Provides recommendations, critiques, and actual accomplishment of tasks such as formulation of local procedures and operating instructions, and unit administration.  Researches security police data and other sources of information related to training, facilities, weapons, equipment, uniforms, administrative, and technical support.  Compiles relevant data to prepare special tables, graphs, and charts.  Presents briefings to depict unit readiness in terms of equipment and training progress and regarding the use of various types of equipment.  Reviews data to determine existing deficiencies, if any, and performs appropriate corrective actions.  

STANDARDS:

A.  Typically ensures research and recommendations are based upon accurate data and are in accordance with established procedures.

B.  Most of the time conducts briefings which are relevant and informative.

KSA:  1, 2, 6

_________________________________________________________________________________________________
DUTY 3:








%
Critical

 

Manages day-to-day Security Forces budget activities including tracking funds distribution, reconciling commitments/obligations, and reallocating organizational funds.  Independently performs a variety of complex budgetary, administrative, and statistical functions to support budget formulation for Security Forces budget/financial issues.  Works with MAJCOM, wing, and group budget office staff to obtain, monitor, and track the organization’s funds.  Works closely with supervisors/managers and/or project managers in the utilization of resources, resolving problems, and determining funding/resource requirements.  Reviews estimates ensuring amounts are within established guidelines.  Establishes, maintains, and updates expenditures relative to funding activities.  Reviews budgetary transactions for compliance with policies/procedures and ensures that funds are available.  Ensures there is no over-obligation of funds.  Gathers, extracts, and compiles data for use in recurring and nonrecurring reports and provides status updates.  Prepares annual phased plan showing projected monthly expenditures and reimbursables.  Continually compares current estimates with ongoing expenditures.  Researches, compiles, verifies, and summarizes data involving salaries, expenses, and object class and line item information.  Determines the percentage difference of amounts requested by comparison against prior year expenditures.  Enters budgetary information on a wide variety of related forms, schedules, and other budget documentation.  Provides information to program managers regarding budget and related matters such as types of funding available, effects of budgetary changes on related activities, and status and use of funds.  

STANDARDS:

A.  With few exceptions, tracks and adjusts a variety of funds in a timely manner.

B.  Usually provides prompt assistance with the submission of budget estimates.

C.  Almost always prepares accurate financial documents such as the annual phased plan.

KSA:  1, 2, 3, 4, 6

__________________________________________________________________________________________________

DUTY 4:








%
Critical


Manages the government credit card.  Follows established guidelines for the conduct of the program.  Keeps formal accounting records of each purchase.  Maintains up-to-the-minute account balances.  Conducts extensive research, develops, and maintains a source list of responsible service providers.  Certifies bank statements against all purchases for accountability.  Resolves any discrepancies/incorrect charges with the service provider.

STANDARDS:

A.  Typically maintains accurate account balance data which does not allow the balance to exceed budget authority.

B.  Usually resolves financial discrepancies with service provider or credit card underwriter in a prompt manner.

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

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of a range of security forces policies (i.e. physical, operational, electronic security), procedures, and practices.  

2.  Knowledge of overall security forces missions, functions, and structure.

3.  Knowledge of a wide range of budgetary methods, practices, policies, procedures, regulations, and precedents.

4.  Knowledge of automated data management systems.

5.  Ability to conduct surveys, assessments, and evaluations of SF equipment inventory utilization to determine unit combat readiness and the return on investment value for future management decisions.

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

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required by the Position



Level 
1-4
550 Points

--  Practical knowledge of security and force protection principles, concepts, policies, practices, and methods to ensure accurate assessment of funding and equipment requirements to meet operational needs.

--  Practical knowledge in the specialty areas of physical security, operational security, and electronic security systems in order to work and resolve questions, issues, and conditions affecting the acquisition and sustainment of base physical security and squadron mission equipment.
--  Knowledge of physical security programs and familiarity with methods and techniques used in accomplishing physical security objectives.

--  Knowledge of overall Security Forces missions, functions, and structure at the unit level to ensure accurate assessment of funding and equipment requirements, and operational needs.
--  Broad knowledge of agency procedures covering a wide range of budgetary transactions involving two or more appropriations with different guidelines or a comparable mix of appropriated funds and/or revolving fund accounts to process and extract budgetary data from a variety of forms, documents, and reports.  

--  Knowledge of funding limitations and policies to notify others of possible violations of procedural and regulatory requirements.

--  Basic knowledge of automated data processing software programs and capabilities to accomplish budget/funding tasks.

--  Ability to work independently and apply own judgment to provide recommendations and advice, or take programmatic actions towards resolving funding and equipment issues.

--  Ability to factually evaluate and weigh variables to include cost, personal considerations, directives, technological alternatives, etc.

Factor 2, Supervisory Controls





Level 2-3
275 Points

Employee works under the supervision of the Chief, Security Forces Resources and Training Branch.  The supervisor defines employee’s scope of responsibilities and the objectives, priorities, and deadlines.  More detailed assistance is provided in unusual and unprecedented situations.  Continuing assignments are usually performed with considerable independence.  The employee plans and carries out the steps involved, handles deviations from established procedures, and resolves problems that arise in accordance with agency or local standards, previous training and experience, established practices, or other security controls appropriate to assignments.  The employee’s work is normally evaluated for technical soundness, applicability, and appropriateness in relation to the area and task involved.  The means and techniques the employee uses are not usually reviewed in detail.

Factor 3, Guidelines






Level 3-3
275 Points

The employee must be familiar with a wide variety of procedural and regulatory guidelines in the form of agency policies and procedures, Federal codes and manuals, agency regulations, precedent actions, and processing manuals.  Guidelines may not be completely applicable to the work or have gaps in specificity due to the nature of the assignments, as the equipment is frequently changing due to technology and world events.  The employee exercises judgment in interpreting and applying guidelines, adapting procedures, and resolving specific problems.  The employee analyzes the results of applying guidelines and recommends modifications.
Factor 4, Complexity






Level 4-3
150 Points

The employee performs various duties relating to equipment and budget activities requiring application of different and unrelated methods, practices, techniques, or criteria.  For example, the employee must compile, analyze, and summarize data related to the unit’s security, law enforcement, and/or combat readiness equipment requirements; develop plans for approaches; identify shortfalls to various plans; develop costs for implementing each of several options; and sometimes recommend a new course of action to meet assignment objectives.  The employee identifies and analyzes relationships that are oftentimes new and changing such as: organizational needs and objectives, costs, requirements of security guides, and related information on reports.  Decisions are based largely on the employee’s experience, precedent actions, and priority assigned for resolving the problem.  Due to changing technology, judgment is required when the employee must decide whether to provide justification to upper level management on receiving new equipment that is not authorized or if there is other available equipment that may be used instead.  Methods and procedures used to resolve each issue vary based on the circumstances of each individual case.  Proposed courses of action may have to be coordinated with higher headquarters and other concerned organizations and must be based on factual information in terms of minimum requirements, costs and available funding, and level of acceptable risk.  

Factor 5, Scope and Effect





Level 5-3
150 Points

The work involves resolving a variety of conventional security forces, and force protection equipment related and resource management problems, questions, and situations.  The employee’s work products, advice and assistance impact the effectiveness and efficiency of established security, law enforcement, and resource management programs.  The effect of the work is primarily local in nature.









Factor 6, Personal Contacts





Level/Points
(See Factor 7)



Contacts are with personnel in the same agency, but outside the immediate organization.  Employee will liaison with concerned installation/wing organizations and individuals, local law enforcement agencies, and security specialists at the MAJCOM staff.  Persons contacted are generally engaged in different functions, missions, and kinds of work.  Roles, authority, and responsibilities are well defined and explicit.

Factor 7, Purpose of Contacts





Level 6/7-2b 
75 Points
The purpose of contacts is to obtain or convey information about the security and/or law enforcement program of the unit.  Contacts are also made for the purpose of resolving security forces program funding and equipment issues.  The employee must clarify discrepancies in information and seek cooperation from others to resolve problem situations. 

Factor 8, Physical Demands





Level 8-2

20 Points

The work requires some physical exertion such as long periods of standing, recurring bending, crouching, stooping, stretching, and reaching overhead.  The incumbent is required to lift at least 50 pounds to stack and carry equipment.
Factor 9, Work Environment





Level 9-1
5 Points

The employee typically works indoors in an environment involving everyday risks or discomforts which require normal safety precautions.  Observance of normal safety practices is required.  The area is adequately lighted, heated, and ventilated.  



__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  Employee may be required to work an uncommon tour of duty to allow full participation in all integrated base defense, security, resource protection, and anti-terrorism program exercises.

2.  Work may occasionally require travel away from the normal duty station on military or commercial aircraft.

3.  May be required to obtain and maintain an appropriate security clearance.

________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDS USED:  OPM Position Classification Standard for Security Clerical and Assistance Series, GS-0086, TS-82, Dec 87; OPM Position Classification Standard for Supply Clerical and Technician Series, GS-2005, TS-115, May 92; OPM Job Family Position Classification Standard for Clerical and Technical Accounting and Budget Work, GS-0500, Dec 97.

Grade Level Determination:

Factor Levels and Points: 1-4/550; 2-3/275; 3-3/275; 4-3/150; 5-3/150; 6/7-2b/75; 8-2/20; 9-1/05

GS-07 Point Range:  1355-1600

Total Points:  1500

Grade:  GS-07

Final Classification:  Security Assistant, GS-0086-07

CLASSIFICATION REMARKS:  
Series and Title Determination:

The purpose of this position is to perform one grade interval work ensuring adequate equipping and funding for Security Forces (SF) mission and training requirements.  Knowledge of a range of security forces policies, procedures, and practices with some knowledge of a wide range of budgetary methods, practices, policies, and procedures are requirements for the job.  The GS-0086 series includes positions the primary duties of which are to supervise or perform clerical and assistant tasks in support of established security programs when such work requires practical knowledge of specific security objectives, programs, methods, and procedures, and skills in carrying out support tasks related to support administration.  The GS-0561 series includes positions that involve performing clerical and technician work in support of budget analysis and administration when such work requires primarily knowledge of the procedures which facilitate budgeting.  Although the GS-0561 series describes the budget portion of the work, the GS-0086 series represents the primary purpose as well as the paramount knowledge requirement for the job.  The incumbent must be proficient in security forces knowledge to effectively analyze combat readiness and prepare the budget for the organization.  In addition, the incumbent is required to brief management on the purchase of certain pieces of equipment requiring knowledge of the equipment and its use.  In accordance with series titling directions this position is titled, “Security Assistant.”  

Grade Determination:

The Security Clerical and Assistance Series, GS-0086, does not contain grading criteria, therefore the GS-2005 standard is used for grade determination of the equipment duties.  The Grade Evaluation Guide for Clerical and Assistance Work was considered.  However, the GS-2005 standard, written using the Factor Evaluation System (FES) format, is better suited for application because there is a parallel resemblance in the nature of work, the factor level descriptions, and work illustrations in the standard.  Additionally, the classification of the budget related duties was accomplished using the Job Family Standard for Clerical and Technical Accounting and Budget Work.  Using the FES from both standards, both the equipment and budget work are evaluated at the GS-07 level.   

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.

3.  While Factor 9 will usually be evaluated at 9-1, this factor should be locally assessed by the classifier as it is contingent upon the local work environment.

_______________________________________________________________________________________________
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