STANDARD CORE PERSONNEL DOCUMENT

Number:  9G599

_____________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G599

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
270A

TARGET GRADE:
05
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:
Replaces 9G090

____________________________________________________________________________________________

CLASSIFICATION:  Human Resources Assistant (Military/Office Automation), GS-0203-05

DUTY TITLE:  

____________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
70%
AGNPPS
Military Personnel Clerk-Tech/Personnel Status

2ND SKILL CODE:
15%
AGNCPX
Military Personnel Clerk-Tech/Data Systems Support

3RD SKILL CODE:
15%
OASCPX
Office Automation Clerk-Act/Data Systems Support

____________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 2/28/02 

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 perform the full range of substantive clerical or procedural work in support of the separation and retirement program and to provide office automation support using multiple office automation software with varied functions to produce a wide range of documents.
The organizational location of this position is:  

____________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  

____________________________________________________________________________________________

DUTY 1:








%
Critical

Independently processes all paperwork necessary to process members for separation, discharge, retirement, and release from active duty.  Schedules personnel for physical examinations and counseling appointments.  Examines information contained in applications, statements of service, correspondence, official military personnel folders, and official publications to extract and list periods of active and inactive service, time lost, etc., by type of service and category and computes total creditable service for different types of voluntary and involuntary retirements and separations (incentive, normal programs, reduction-in-force (RIF), and selective early retirement boards (SERB).  Inquires in system and verifies all data collected to prepare necessary paperwork.  Identifies gaps or inconsistencies in the record and initiates action to obtain needed data to complete actions.  Serves as final clerical reviewer prior to action officer signature on paperwork accomplished by lower graded employees.

STANDARDS:
A.  With few exceptions, accurately ensures that requirements related to the specific action are met.

B.  In most cases, properly identifies gaps or inconsistencies in the record and initiates action to obtain needed data.

KSA: 1, 2, 4, 6

____________________________________________________________________________________________

DUTY 2:








%
Critical

Conducts records review with members.  Explains completed documents to member and ensures that forms effecting separation are signed.  Counsels member on entitlement to veterans benefits, travel pay, personal property storage/shipment, government life insurance, etc.  Prepares base clearance forms and explains proper procedures for outprocessing.  Screens and checks all correspondence and forms pertaining to member’s separation for completeness and accuracy prior to mailing.  Screens personnel records for completeness.  Closes out and mails records to appropriate records center.

STANDARDS:
A.  Routinely counsels members on entitlements in an effective manner..

KSA:  1, 2, 4, 6

____________________________________________________________________________________________

DUTY 3:









%
Critical

Serves as the primary source of information for individuals, commanders, and other personnel on and off base regarding separation and retirement policies, procedures, and requirements.  Advises on eligibility requirements for retirements and separations.  Explains reasons for noneligibility using agency regulations and individual’s records.  Makes detailed regulatory and procedural review and recommends appropriate disposition of special action cases, such as requests for early release from active duty, involuntary separations, and similar actions.  Prepares program status reports.  May provide briefings on program requirements and program metrics/statistics.  Obtains retirement certificate binders.

STANDARDS:
A.  Typically advises on separation/discharge eligibility requirements in an accurate manner.

B.  Normally responds to all customers in a courteous and accurate manner.

KSA:  1, 2, 4, 6

____________________________________________________________________________________________

DUTY 4










%
Critical

Updates, inquires, and processes actions through Personnel Data System.  Responsible for input of data pertaining to 

the separation and retirement program, including Defense Joint Military Pay System (DJMS) to include separation updates.  Reviews products to identify and correct mismatched data in system and to ensure projections and confirmations have consummated and required actions have been taken.  Requests and distributes products as necessary.  Retrieves data from various information sources for use in answering questions, responding to correspondence, or preparing reports or briefings.  Updates system to ensure accurate tracking of pending and completed suspenses and follows up when necessary.

STANDARDS:
A.  With few exceptions, accurately updates information, processes actions, and distributes products as necessary.

B.  Typically reviews products and corrects mismatches in system in a prompt manner.

C.  In most cases, accurately tracks suspenses and follows up, as appropriate. 

KSA:  1, 2, 4, 6
____________________________________________________________________________________________

DUTY 5:









%
Critical

Uses multiple office automation software with varied functions to produce a wide range of documents, formats, etc., pertaining to the military separation and retirement program.  Specific processing functions involved require a varying number and sequence of steps and use of different functions from one assignment to another.  Uses word-processing software to create, copy, edit, store, retrieve, and print forms, memos, and letters; uses existing database or spreadsheet software to create, enter, revise, sort, calculate, or retrieve data for reports; and uses graphics software to provide graphs and charts for reports and presentations.  Independently carries out familiar assignments in accordance with previous instructions, standard procedures for creating documents, or entering or retrieving data, and established use of software packages.  Recognizes differences in existing procedures and applications and makes choices from among established alternatives.  Steps and procedures differ in terms of the type of document or specific report to be produced or edited, the specific formatting required for a document, the existence of prerecorded formats, and other differences of a factual nature.  Transmits and receives documents and messages electronically using personal computers or workstations that are networked or linked to other computers or workstations.  May use electronic publications library to access directives.  May use electronic forms program to access and complete required forms.

STANDARDS:
A.  Typically utilizes multiple automated software programs effectively and appropriately to produce/develop accurate and useful documents.

B.  Routinely receives and transmits electronic messages and documents promptly and appropriately.

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

____________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of a standardized body of  military personnel regulations and procedures relating to military separations and retirements of the format, content, and uses of the military personnel record and the procedures and requirements regarding its maintenance.

2.  Knowledge of military organizational structure, protocol, and similar matters.

3.  Knowledge of general office administrative and clerical procedures.

4.  Knowledge of the military personnel automated system and various office automation software programs, tools, and techniques to support office operations and produce a variety of documents such as letters, reports, spreadsheets, databases, and graphs.

5.  Skill in typing; a qualified typist is required.

6.  Ability to communicate effectively, orally and in writing, and maintain effective work relationships.

____________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required





FL 1-3

350 Points

--  Knowledge of, and skill in applying, a standardized body of military personnel rules, regulations, procedures, and precedents relating to military separation and retirement program and resolve complex procedural and substantive problems.

--  Knowledge of the format, content, and uses of the military personnel record.

--  Knowledge of the organization and its functions and programs to answer inquiries of a general nature or to refer them to the responsible staff member.

--  Knowledge of coding for the automated personnel system to enter data and to correct errors in personnel actions and periodic reports.

--  Knowledge of grammar, spelling, capitalization, punctuation, and terminology commonly used in office settings to prepare material correctly.

-- Knowledge of various office automation software processing procedures and function keys and the similarities and differences among software types to produce a wide range of documents, such as graphics or tables within text, to edit and reformat electronic drafts, and to update and revise existing databases or spreadsheets.

--  Knowledge of standard office equipment such as electric typewriters, copiers, fax machines, and office automaton systems to perform a substantial range of office automation support.  A fully qualified typist is required.

Factor 2, Supervisory Controls





FL 2-2

125 Points

The supervisor provides general instructions for continuing or individual assignments by indicating what is to be done, limitations, quality and quantity expected, deadlines, and priority of assignments.  The employee uses initiative and works independently in carrying out recurring assignments.  The employee is held responsible for the factual accuracy and procedural sufficiency of actions taken.  The employee refers problems not covered by standard operating procedures to the supervisor.  The employee establishes own priorities on recurring assignments to ensure timely initiation and completion of work assignments (e.g., processing separation/retirement packages).  The employee refers difficult, new, or special assignments to the supervisor for assistance.  Review of work focuses on verification of accuracy and conformance to procedures. 
Factor 3, Guidelines






FL 3-2

125 Points

The employee selects the most appropriate guidance from established guides and procedures.  Guidelines include the 

rules, regulations, policies, and procedures pertinent to the assigned program area.  Precedent decisions are important since many cases are not susceptible to resolution by direct application of basic published guides.  The supervisor is consulted if the existing guidelines cannot be applied or significant deviations are proposed.

Factor 4, Complexity






FL 4-3

150 Points

The work includes various duties involving different and unrelated processes and methods in the retirement and separations area.  The decision regarding what needs to be done depends upon the analysis of the subject or issues involved in each assignment, and the chosen course of action may have to be selected from many alternatives.  The work involves conditions and elements that must be identified and analyzed to discern interrelationships among the different types of 

actions (e.g., discharge, separation, retirement) and assistance needed.

Factor 5, Scope and Effect





FL 5-2

75 Points

The employee performs work that requires application of a wide variety of rules, regulations, and procedures related to the assignment area.  The work affects the accuracy, reliability, quality, and timeliness of separation and retirements of military personnel.

Factor 6, Personal Contacts and Factor 7, Purpose of Contacts

FL 6/7-2B
 75 Points

The personal contacts are with employees in the same agency, but outside the immediate organization.  Contacts are with military and civilian personnel at various levels in different organizations, higher headquarters’ personnel, and other military bases.  People contacted generally are engaged in different functions, missions, and kinds of work in a moderately structured setting.  Contacts are generally established on a routine basis.  Contacts for office automation work are internal to the military personnel flight.

Contacts others to provide, receive, or develop information to identify or clarify problems or issues; discuss significant findings; plan or coordinate work efforts; or resolve operating problems with cooperative personnel.  Contacts for office automation work are to exchange factual information regarding office automation assignments.

Factor 8, Physical Demands





FL 8-1

  5 Points

The work is mostly sedentary.  No special physical demands are involved.  There may be some walking, standing, bending, or carrying of light items.

Factor 9, Work Environment





FL 9-1


  5 Points

The employee works in an adequately lighted and ventilated office environment.  Observes normal safety precautions.

____________________________________________________________________________________________

Other significant facts pertaining to this position are: 
1.  May be required to obtain security clearance.

2.  Personal data, to which the incumbent has access, are controlled by the Privacy Act of 1974 and must be safeguarded appropriately.

____________________________________________________________________________________________

CLASSIFICATION SUMMARY:  

CLASSIFICATION STANDARD(S) USED:  OPM Job Family Position Classification Standard for Assistance Work in the Human Resources Management Group, GS-0200, December 2000; Office Automation Clerical and Assistance Guide, GS-0326; Office Automation Grade Evaluation Guide (HRCD-7, July 1999).

Factor Levels and Points:  1-3/350; 2-2/125; 3-2/125; 4-3/150; 5-2/75; 6/7-2B/75; 8-1/5; 9-1/5

GS-05 Point Range:  855-1100

Total Points:  910

Grade:  GS-05

The office automation duties were evaluated against the Office Automation Grade Evaluation Guide as follows:

Factor Levels and Points:  1-3/350, 2-2/125, 3-2/125, 4-2/75, 5-2/75, 6-1&7-A/30, 8-1/5, 9-1/5

GS-04 Point Range:  655 - 850

Total Points:  790

Grade:  GS-04
CLASSIFICATION REMARKS:  
Series and Title Determination:  The Human Resources Assistance Series, GS-203, covers one-grade interval administrative support positions that supervise, lead, or perform human resources (HR) assistance work requiring substantial knowledge of civilian and/or military HR terminology, requirements, procedures, operations, functions, and regulatory policy and procedural requirements applicable to HR transactions.  This position is involved in administration of the military separation and retirement program.  The work does not require the broad knowledge of Federal HR systems or the depth of knowledge about HR concepts, principles, and techniques that are characteristic of the recognized HR specialist positions in the Human Resources Management Series, GS-0201.  Thus, the GS-0203 series is applicable.  

Final Classification:  Human Resources Assistant (Military/Office Automation), GS-0203-05.   

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 classification or staffing patterns of this SCPD.

____________________________________________________________________________________________
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