STANDARD CORE PERSONNEL DOCUMENT                                                                         Number:  9G646

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G646

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
W75A

TARGET GRADE:
09
FLSA:
Exempt

JOB SHARE:

CAREER PROG ID:
See Notes to Users

SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Writer-Editor, GS-1082-09

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

1ST SKILL CODE:
50%
CKL
Writer*  

2ND SKILL CODE:
50%
1VH
Editor*   

3RD SKILL CODE:

_____________________________________________________* See Notes to Users for Shred Options _____________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 12/02/03
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 serve as a writer-editor with responsibility for researching, analyzing, distilling, and presenting information either in a variety of fields or, with a broad and nonspecialized approach, in a single field.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:  

__________________________________________________________________________________________________

DUTY 1:








%
Critical

Writes materials on a variety of subjects such as reports, articles, pamphlets, scripts, or speeches.  Gathers and develops information by researching factual materials through available sources including library resources and subject-matter experts.  Analyzes, selects, and organizes the information to be presented.  Establishes topics and content.  Determines the most logical and effective sequence of thoughts and ideas.  Determines the overall length and tone based on the objectives, the medium, and the audience.  Writes materials such as reports, articles, pamphlets, scripts, or speeches in approved formats and in language suitable for the intended audience.  Writes internal newsletters for employees and reports to headquarters which consolidate submissions from various components.  Reviews materials for clarity and consistency with Air Force policies and style requirements of the media and publications used.  Responsible for the design, preparation, and layout work on all copies, and obtains reproduction and distribution of the product through established administrative procedures and channels.

STANDARDS:
A.  With few exceptions, accurately gathers and verifies clear and meaningful facts to develop and present the material.

B.  Almost always, effectively prepares written material based on intended audience and expected perception of material.

C.  Routinely ensures appropriate format of material in accordance with established policies and practices.

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

__________________________________________________________________________________________________
DUTY 2:








%
Critical

Edits manuscripts and other written materials prepared by others.  Reviews and verifies the information gathered by research or in consultation with subject-matter experts.  Examines the organization, length, and tone and makes the necessary adjustments.  Edits the text for grammatical correctness, clarity, appropriate reading level, and consistency with regulations and style and format requirements of the media and the publications used.  Recommends and discusses with the authors editorial changes designed to enhance the clarity of the information, grammatical accuracy, and consistency of the data.  May be required to perform substantial research and rewriting to organize, balance, and complete deficient manuscripts to meet publishing objectives.  Coordinates contents of final drafts with originators for the final narrative.  Consults on design and graphics and prepares the materials for printing in compliance with publishing management criteria and Air Force writing principles.   

STANDARDS:
A.  With few exceptions, effectively edits document content to ensure material is suitable in terms of coverage, balance, and methods of expression and presentation.

B.  Typically performs effective research and analysis to recommend appropriate changes in the organization, design, and presentation of materials.

C.  Routinely provides timely feedback to authors to encourage creativity while maintaining the desired thrust of the materials.

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

__________________________________________________________________________________________________
DUTY 3:








%
Critical

Assists subject-matter experts to meet required publication standards.  Reorganizes, revises, rearranges, or reworks the material ensuring all applicable requirements have been met.  Discusses major changes with the author or subject-matter expert before making revisions.  Works directly with the author or subject matter expert to confirm technical accuracy of information and, whenever possible, gives advice and recommendations to revise poorly presented material.  Often rewrites, cuts, expands, or clarifies material in the interest of accuracy and clarity and to convey the appropriate information to the intended audience.  Searches all available sources such as magazines, newspapers, books, periodicals, document libraries, and electronic media to maintain currency with the most up-to-date information and current editorial policies and practices. 

STANDARDS:
A. Routinely provides appropriate guidance to subject matter experts in a tactful manner.

B. With few exceptions, effectively and promptly resolves problem areas and issues.

KSA:  1, 2, 6

__________________________________________________________________________________________________
DUTY 4:








%
Critical

Manages individual or serial publications from initial conception and content determination through to distribution, and coordinates the activities of other publishing personnel.  Uses desktop publishing technology to design, draft, lay out, edit, print, and distribute material.  Makes necessary changes and/or revisions to products previously designed and stored in desktop publishing format.  Develops conceptual ideas for covers, title pages, indices, and general format, as well as layout of texts and other materials.  Maintains records of manuscript status, approvals, changes, and corrections during the production process.  Updates project files and background information to meet current and future requirements.

STANDARDS:
A.  Almost always, appropriately selects the medium and techniques used to publish materials.

B.  With few exceptions, effectively performs final products assuring that documents follow required format.

C.  Routinely ensures proper maintenance of operating files and publications library in accordance with established procedures.

KSA:  3, 4, 5, 6

__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of grammar, writing, editing practices, and style requirements.

2.  Knowledge of readily available sources of information on the appropriate subjects including library resources and subject-matter experts.

3.  Knowledge of desktop publishing technology to draft, edit, design, and develop manuscripts into camera-ready copy.

4.  Skill in developing, analyzing, and selecting appropriate information to be presented.

5.  Skill in fact-finding techniques to gather and verify factual information and to write and edit materials such as reports, articles, pamphlets, scripts, or speeches.

6.  Ability to communicate effectively, both orally and in writing, to gain cooperation from others through tact, courtesy, and diplomacy.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-6
950 Points

-- Knowledge of grammar, writing and editing practices, and the style requirements of the media and the publications used.

-- Knowledge of readily available sources of information on the appropriate subjects including library resources and subject matter experts.

-- Knowledge of acquisition of information on a variety of subjects in the course of completing assignments.

-- Knowledge of desktop publishing technology to draft, edit, design, and develop manuscripts into camera-ready copy.

-- Skill in fact-finding techniques to gather and verify factual information and to write and edit materials such as reports, articles, pamphlets, scripts, or speeches.

-- Skill in developing, analyzing, and selecting appropriate information and presenting factual information that is clear and meaningful to the intended audience.

-- Ability to use subject matter guidelines and references to obtain background information and methods to use in developing information to be presented.

-- Ability to communicate effectively, both orally and in writing, to gain cooperation from others through tact.

Factor 2, Supervisory Controls





Level 2-3
275 Points

The supervisor assigns specific writing/editing projects by defining objectives, priorities, and deadlines, and assists the employee where projects call for substantial departures from established styles or formats.  The employee plans and carries out the successive steps seeking assistance only when major deviations from established approaches are necessary or when there are no written products to use as models.  The employee collects and analyzes the necessary information, resolves most problems in accordance with accepted practices and methods used in previous similar articles, and adjusts the material to the reading level of the audience.  Completed work is reviewed for compliance with established practices and adequate coverage of assigned topic, clarity, and logical organization of assignment objectives.  The methods used in arriving at the end results are not usually reviewed in detail.

Factor 3, Guidelines






Level 3-3
275 Points

Guidelines are available, but are not completely applicable to the work and have gaps in specificity.  The employee follows precedents from similar, but not identical, written products for format and methods of researching and developing the information needed to write or edit complete and accurate materials.  The employee uses grammar references and other writing tools, Air Force instructions, organizational policy, and subject matter references to produce accurate products that are easy to understand.  The employee uses judgment in selecting and adapting the appropriate guidelines, references, and precedents.  The employee decides how to adapt the guidelines when necessary to develop written products that achieve the objectives.

Factor 4, Complexity






Level 4-3
150 Points

Assignments usually consist of writing and editing factual materials on various activities and functions.  The subjects and general formats are established, but the employee must use a variety of unrelated research techniques, approaches, and styles.  The employee selects the appropriate format, organization, style, and reading level of the written product based on the nature of the topic, the type of audience, and the requirements of the medium and of the particular publication.  The employee collects, analyzes, selects, and combines information from a variety of sources to develop complete and accurate written products; and performs research and analysis to recommend appropriate changes in the organization, design, and presentation of materials.  The employee chooses the appropriate approach to present the information based upon such considerations as the needs and interests of the intended audience and the type of information being presented.  Information is presented clearly and in sufficient detail to ensure that it is understood and useful to the intended audience.

Factor 5, Scope and Effect





Level 5-3
150 Points

The purpose of the work is to edit and prepare written materials that explain and interpret the work of the organization.  Written products typically are similar in format and approach to material produced in the past, and deal with similar problems or situations.  The employee prepares information for audiences, such as segments of the public and Air Force military and civilian personnel whose productivity, training, safety, or mission accomplishment depend upon its accuracy. 

Factor 6, Personal Contacts





Level /Points (see Factor 7)

Contacts are with Air Force subject-matter specialists or program officials inside the agency but outside the immediate organization.  The people contacted carry out programs at the headquarters or installation levels.

Factor 7, Purpose of Contacts





Level 6/7-2b
  75 Points

The purpose of contacts is to interview information sources and to coordinate work efforts with them and to advise authors on substantial editorial changes.  The individuals contacted are generally cooperative.

Factor 8, Physical Demands





Level 8-1
    5 Points

The work is usually sedentary.  There are no special physical demands.

Factor 9, Work Environment





Level 9-1

    5 Points

The work is normally performed in an office environment.  Normal safety precautions are required.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:  

1.  The employee must obtain and maintain an appropriate security clearance.

2.  The employee may be required to travel on military and commercial aircraft.

3.  The employee may be required to work other than normal duty hours, which may include evenings, weekends, and/or holidays.

__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDS USED:  OPM Position Classification Flysheet for Writing and Editing Series, GS-1082, TS-115, May 1992; and OPM Position Classification Standard for Writing and Editing Grade Evaluation Guide, TS-115, May 1992.

FACTOR LEVELS AND POINTS:  1-6/950; 2-3/275; 3-3/275; 4-3/150; 5-3/150; 6/7-2b/75; 8-1/5; 9-1/5

GS-09 Point Range:  1855 - 2100

Total Points:  1885

Grade:  GS-09

CLASSIFICATION REMARKS:  
NOTES TO USERS:  

1.  Skills codes CKL and 1VH should always be used with this SCPD, however shreds should be added locally, when applicable.    

Shreds applicable to this position include:

GS-1082:

Skill                                                Shred

CKL – Writer                                 RFP – Directives

                                                       UCU – History

                                                       UHK – Motion Pictures

                                                       VHA – Printed Media

                                                       PFS – Public Affairs

                                                       RHD - Radio

                                                       RHG – Speeches                                                                             

                                                       1RS - Television           

1VH – Editor                                 RFP – Directives

                                                       UCU – History

                                                       UHK – Motion Pictures

                                                       VHA – Printed Media                                                                          

                                                       PFS – Public Affairs

                                                       RHD - Radio

                                                       RHG - Speeches       

                                                       1RS - Television      

2. This position may be covered by an Air Force Civilian Career Program.  As applicable, local classifiers should determine appropriate career program coverage.  

3. 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.

4.  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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