STANDARD CORE PERSONNEL DOCUMENT                                                                              Number:  9D____


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9D_ _ _ (See Classification Remarks)


SUPV LEVEL CODE:
8
COMP LEVEL CODE:


TARGET GRADE: 
See Notes to Users
FLSA:
Non-Exempt


JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:  


__________________________________________________________________________________________________
CLASSIFICATION:  Insert Title, GS-XXXX (Series Number)-05 

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

1ST SKILL CODE:
%

2ND SKILL CODE:
%

3RD SKILL CODE:
%

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 03/26/03 

________________________________________________________           _________________

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 serve as a (insert position title) in a developmental capacity performing assignments designed to further develop applicable analytical and evaluative skills and techniques.  This is a developmental position.  All training must be completed and regulatory requirements met prior to promotion.   
The organizational location of this position is:    

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

__________________________________________________________________________________________________

DUTY 1:








%
Critical

Performs developmental work assignments.   Following instructions given by the supervisor or a higher-graded specialist, performs highly structured work assignments of limited difficulty combined with training that familiarizes the employee with functions and operations of the organization.  Work assignments consisting of a series of specific and related tasks have been selected to orient the employee in the basic principles, concepts, and techniques of the occupational field. 

STANDARDS:
A.  Usually performs developmental work assignments in compliance with instructions. 

B.  Typically completes the assignments in a timely manner.

KSA:  1, 2, 3, 4, 5  
__________________________________________________________________________________________________
DUTY 2:








%
Critical





Performs recurring work assignments.  Performs recurring technical assignments where few problems are expected to arise.  The work consists of duties that involve related steps, processes, or methods; and require the employee to recognize differences among a few easily distinguishable situations.  The employee selects the most appropriate approach that is in accordance with established procedures and practices.  The employee works in strict adherence to specific and detailed guidelines that cover all aspects of assignments, consulting with the supervisor or higher-graded specialist as needed.

STANDARDS:

A.  With few exceptions, performs work assignments in compliance with instructions.

B.  Typically completes the assignments in a timely manner.

C.  Usually selects the most appropriate approach for carrying out recurring assignments.

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

DUTY 3:








%
Critical

Participates in special studies and projects.  Participates with other specialists in performing work associated with conducting special studies, program initiatives, or projects.  
STANDARDS:
A.   Almost always participates effectively with other specialists in conducting the studies, projects, and initiatives.    
KSA:   1, 2, 3, 4, 5 

__________________________________________________________________________________________________
DUTY 4:








%
Critical

Prepares written correspondence and other documentation.  Drafts or prepares a variety of documents to include responses to routine inquiries, reports, letters, and other related documents.


STANDARDS:
A.  With few exceptions, prepares effective and accurate written documentation and reports within prescribed timeframes.  
B.  Typically completes assignments in a timely manner.  

KSA:  2 
__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): 

1.  Knowledge of basic principles of (insert name of general occupational field) or related field. 

2.  Skill in communicating factual and procedural information clearly, orally and in writing.

3.  Ability to learn basic techniques in (insert name of general occupation field). 

4.  Ability to analyze problems to identify significant factors, gather pertinent data, and recognize solutions.

5.  Ability to plan and organize work, and consult effectively with co-workers.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-5
750 Points

-- Knowledge of the basic principles, concepts, and methodology used in (insert name of general occupational field).

-- Skill in applying basic principles, concepts, and practices of the occupation sufficient to perform entry-level assignments. 

-- Ability to effectively communicate information clearly, orally and in writing.

-- Ability to gather and analyze basic facts and draw conclusions.

-- Ability to learn the operation of automated data systems. 

Factor 2, Supervisory Controls
                                                                       Level 2-1
25 Points

Works under the direct supervision of the supervisor who may assign a higher-graded specialist to perform day-to-day direction and review of the employee’s work.  The work is assigned by advising the employee on what to do, the methods to use, what to look for, and what to bring to the supervisor’s or specialist’s attention.  More detailed and specific instructions are given when assignments involve unfamiliar methods or procedures.  The employee performs work as instructed and consults with the supervisor or higher-graded specialist for clarification of instructions.   The work is typically reviewed in progress and upon completion for adherence to instructions and to ensure results are complete and accurate.

Factor 3, Guidelines






Level 3-1
25 Points

The guidelines are detailed and specific, cover all aspects of the work, and are strictly followed.  The supervisor or higher-graded specialist must authorize deviations from guidelines. 

Factor 4, Complexity






Level 4-2
75 Points

Assignments involve a series of related steps or processes.  The employee must choose from various alternatives for performing the work by recognizing the differences among a few easily distinguishable situations.  The employee exercises judgment in selecting the most appropriate approach that is in accordance with established procedures and practices.

Factor 5, Scope and Effect





Level 5-1
25 Points

The work involves the performance of specific, routine operations that include a few separate tasks or procedures.  The work product or service is required to facilitate the work of others; however, it has little impact beyond the immediate organizational unit.

Factor 6, Personal Contacts





Level/Points (see Factor 7)

Personal contacts are usually with employees within the immediate organization, office, or work unit, and in related or support units.

Factor 7, Purpose of Contacts





Level 6/7-1A
30 Points

The purpose of contacts is to receive instructions; and to obtain, clarify, or exchange factual information needed to complete assignments.

Factor 8, Physical Demands





Level 8-1
5 Points

The work is primarily performed sitting at a desk although it may involve some walking to attend meetings at other offices or worksites.  No special physical exertion is required.  
Factor 9, Work Environment





Level 9-1

5 Points

The work is performed in an office setting with adequate lighting, heat and ventilation.  The work involves everyday risks or discomforts that require normal safety precautions.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:

1.  May be required to travel by military and/or civilian aircraft in the performance of official duties.

_________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  Identify Occupational Standard(s) 

FACTOR LEVELS AND POINTS:  1-5/750, 2-1/25, 3-1/25, 4-2/75, 5-1/25, 6/7-1A/30, 8-1/5, 9-1/5

GS-05 Point Range:  855-1100  

Total Points:  940

Grade:  GS-05

FINAL CLASSIFICATION:  Insert Title, GS-XXXX (Series Number), GS-05

CLASSIFICATION REMARKS:  

1.  This is a TEMPLATE to be used for developmental GS-5 positions in two-grade interval occupational series.  CPCN must start with 9D, with “D” indicating developmental position.  The remaining three digits of the CPCN are to be assigned locally.

NOTE(S) TO USERS:

1.  This template can only be used for developmental positions when the positions are targeted to the GS-9 level or higher.

2.  Minor changes may be made to this template to fit local requirements as long as the changes do not affect the classification or staffing patterns of the SCPD.  

3.  The OPM Primary Standard was used in assigning factor levels for this template.  The classification of a GS-05 developmental position must be validated by reference to the grading criteria in the appropriate occupational classification standard(s) before this template is used.  Factor level descriptions in this template may be supplemented with specific occupational verbiage from the classification standard factor level descriptions if deemed necessary. 
__________________________________________________________________________________________________
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