STANDARD CORE PERSONNEL DOCUMENT

Number:  9G007

_____________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:          9G007

SUPV LEVEL CODE:   8

COMP LEVEL CODE:  RR3A

TARGET GRADE:        09
FLSA:                            Exempt


JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:          See Notes To Users
__________________________________________________________________________________________________
CLASSIFICATION:  Librarian, GS-1410-09  

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

1ST SKILL CODE:     100%
DVXBLN
Librarian/Installation  

2ND SKILL CODE:
%

3RD SKILL CODE:
%

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 12/22/97

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 provide professional library and information services for mission support, academic programs, and quality of life initiatives.
The organizational location of this position is:  

____________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  

____________________________________________________________________________________________

DUTY 1:








%
Critical



Provides reference and research assistance to library customer.  Analyzes nontechnical user requirements or requirements of limited technical complexity through customer interviews or written requests; locates and selects appropriate readily available information resources without significant deviation from established methods and precedents.  Develops lists and subject bibliographies to meet user requirements which are nontechnical in nature seldom require going beyond easily accessed sources of information, but which may require annotating or evaluating the materials.  Devises standard search strategies by accessing locally available information resources, on-line computer databases, and other external sources such as interlibrary loan service.  Conducts computer inquiries of a variety of databases appropriate to the type of information required.  Performs abstracting and indexing duties to meet nonspecialized user needs.  Performs oversight of all circulation and public service functions.  Coordinates with the local academic community to provide reference materials needed to support academic goals. Teaches library skills and research techniques to students and library customers.  Teaches library skills, basic research techniques, and reference interview skills to library staff.  Explains arrangement and resources of the library.  
STANDARDS:
A.  Nearly always efficaciously interviews and interacts with customer to establish user needs and requirements.

B.  With few exceptions, is effective in ensuring users access to information resources of the library.

C.  Usually is courteous in providing reference and research services and producing appropriate bibliographic profiles for customers.

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

____________________________________________________________________________________________

DUTY 2:








%
Critical



Performs original or modified descriptive cataloging in machine-readable cataloging format where the bibliographic characteristics are relatively easy to determine and cataloging decisions are made within standards such as the current Anglo-American Cataloging Rules (AACR2) and by comparison to the local database or authority file.  The assignment of classification and subject headings can be easily determined by comparing the content to a standard list of terms, such as the Library of Congress Subject Headings or the Medical Subject Headings.  Maintains name and subject authority control records.

STANDARDS:
A.  Typically applies standard cataloging rules properly to catalog material in a variety of formats.  

B.  Routinely maintains records in accordance with established procedures.

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

____________________________________________________________________________________________

DUTY 3:








%
Critical



Participates in collection management and evaluation for the library by developing factual data, such as usage statistics for certain journals or books, frequently asked reference questions, or descriptions of problems with particular software.  Maintains a professional level of awareness of current trends, specific requirements, and the maintenance of a well-balanced collection.  Participates in evaluating the collection to determine materials needed; recommends changes to collection management policies; and reviews bibliographies, book reviews, and other sources to recommend acquisition of materials.  Prepares collection management plan with library director, including selection policy, inventory and weeding plans, customer complaint procedures, etc.  Implements an acquisition control program for internal procurement to ensure appropriate accountability for library acquisitions.  Reviews collection for replacement of obsolete and worn materials.

STANDARDS:
A.  Usually participates effectively in evaluating the collection to determine materials needed and replacement of worn materials.

B.  Nearly always accurately prepares, verifies, and processes requisitions and acquisitions documents for library materials.

KSA:  1, 2, 4, 5, 6

____________________________________________________________________________________________

DUTY 4:








%
Critical



Develops and implements long range automation plans for the library within the parameters defined by the supervisor.  Sets up hardware, loads software, and trains staff in use of new equipment.  Writes portions of procedures manuals for automated library operations.  Evaluates equipment and reviews software for specific segments of library operation.  Instructs library personnel in the use of automated library computer systems, new software packages, adaptations and modifications of automated systems.  
STANDARDS:
A.  Almost always effectively participates in automation support projects.

B.  Routinely instructs library personnel effectively in the use of new software packages.

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

DUTY 5:








%
Critical



Assists the senior librarian in publicity and marketing of library services.  Manages assigned marketing programs including basic outreach, publicity programs, and special events.  Provides input to marketing plan and strategies to identify target customers, assess their needs, and inform them of available resources and services.  Contacts the academic community to plan support requirements for academic accreditation for on-base university programs.  Participates in developing the annual publicity plan to promote use of library resources and services among the academic community, commanders, military, dependents, and other eligible users.  Writes news articles and coordinates their release to inform customers of available resources.  Conducts orientation tours for specific user groups and prepares how-to instructions for library and catalog use. 

STANDARDS:
A.  Usually participates effectively in developing and carrying out the annual publicity plan to promote use of library resources and services.

KSA:  1, 2, 6
____________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Professional knowledge of the theories, principles, and techniques of librarianship to perform the professional duties of the position.

2.  Knowledge of the principles and concepts underlying the organization and management of information resources and the role each specialized function plays to create a whole library or information center.

3.  Knowledge of on-line database searching and research techniques and capabilities of post-processing to meet user requirements.  

4.  Knowledge of information retrieval technology particularly as it relates to end-user (i.e., acquisitions, serials control, cataloging, and optical disk storage of documents) to evaluate software for library applications and to recognize probable conflicts.

5.  Knowledge of standard methods, techniques, concepts, and principles to perform independent assignments in classifying and cataloging information without significant deviation from established methods and precedents.

6.  Ability to communicate both orally and in writing.

____________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required By The Position




Level 1-6
950 Points

-- Professional knowledge of standard methods, techniques, concepts, and principles of one or more specialty areas of librarianship.

-- Knowledge of the principles and concepts underlying the organization and management of information resources and the role each specialized function plays to create a whole library or information center.

-- Knowledge of on-line database searching and research techniques and capabilities of post-processing to meet user requirements.  Skill and knowledge in utilizing computer databases containing various reference materials to which access is sought by customer.

-- Knowledge of information retrieval technology particularly as it relates to end-user (i.e., acquisitions, serial control, cataloging, and optical disk storage of documents) to evaluate software for library applications and to recognize probable conflicts.

-- Knowledge of standard methods, techniques, tools, concepts, and principles to perform independent assignments, to assess materials, to recommend suitable selections for the collection, and to determine those items suitable for removal.

-- Knowledge of established marketing and publicity techniques and the ability to communicate orally and in writing to convey to customer the full scope of library resources available.

-- Knowledge of established procurement rules and regulations and internal organizational acquisition policies and those of various networked information centers.  Familiarity with publishers’ and suppliers’ methods of operation.

Factor 2, Supervisory Controls





Level 2-3
275 Points

The supervisor defines the librarian’s scope of responsibility and the objectives, priorities, and deadlines.  The librarian is provided with more detailed assistance in unusual situations that do not have clear precedents.  The librarian plans and carries out the successive steps, handles deviations from established procedures, and resolves problems that arise in accordance with instructions, policies, previous training, or accepted library practices.  Completed work is usually evaluated for technical soundness, appropriateness to the needs of the library and its customer, and conformity to policy and requirements.

Factor 3, Guidelines






Level 3-3
275 Points

Guidelines include library and agency information policies, regulations, and operating procedures; cataloging rules and formats; authority lists; subject heading lists; professional and technical literature; accreditation standards; and federal contracting regulations.  The guides are not completely applicable to the work or have gaps in specificity.  The librarian uses judgment in interpreting and adapting the guides for application to specific situations in applying standard library practices to new situations and in relating new work situations to precedent ones.  In addition, the librarian analyzes the results of adaptations and recommends changes or improvements to the guidelines.

Factor 4, Complexity






Level 4-3
150 Points

Assignments consist of different and unrelated duties, but established processes and methods.  Typically, the work consists of providing standard public or technical services of a relatively nonspecialized nature, or performing a segment or segments of more specialized services or projects.  Decisions regarding what needs to be done depend on analysis of each objective and the nature of the information to be provided or categorized.  Assignments involve identifying and analyzing relationships among the various aspects of library work.

Factor 5, Scope and Effect





Level 5-3
150 Points

The purpose of the work is to apply established practices and techniques to investigate and analyze a variety of frequently encountered library problems, questions, or situations.  The librarian recommends solutions or courses of action.  The work affects other library personnel and the ability of customer to perform their missions.

Factor 6, Personal Contacts






Regular and recurring personal contacts are with employees in the same agency, but outside the immediate organization, and with individuals or groups outside the agency in a moderately structured setting.

Factor 7, Purpose of Contacts





Level 6-2 & 7-b

75 Points

The purpose of the contacts is to plan or coordinate work efforts, solve operating problems, or provide advice to managers and customer on noncontroversial issues and concerns.

Factor 8, Physical Demands





Level 8-2
20 Points

The work requires some physical exertion such as long periods of standing; or recurring activities such as bending, crouching, stooping, stretching, reaching; or recurring lifting of moderately heavy items such as boxes of books or journals.

Factor 9, Work Environment





Level 9-1

5 Points

Work involves everyday risks or discomforts typically associated with libraries, offices, meeting and training rooms.  Work areas are adequately heated, lighted, and ventilated.

____________________________________________________________________________________________

Other significant facts pertaining to this position are: 
1.  Knowledge of a foreign language group appropriate to the position may be required.

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

3.  Employee may serve as librarian-in-charge in the absence of the librarian.  Opens and secures the building at these times in accordance with the security checklist, reporting unusual problems or occurrences to the librarian.  Trains and assists lower grade employees in library procedures.

____________________________________________________________________________________________

CLASSIFICATION SUMMARY:  

TOTAL POINTS:  1900

GS-09 POINT RANGE:  1855 - 2100

GRADE:  GS-09

CLASSIFICATION STANDARD(S) USED:  OPM Classification Standard for the Librarian Series, GS-1410, TS-130 dated August 1994.

CLASSIFICATION REMARKS:  

NOTES TO USERS:

1.  Minor changes, including subject matter 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.

2.  SCPD was updated 05/28/03.  The following updates were made:

Updated SCPD developed and classified office symbol to HQ AFPC/DPCMC.

Non-critical duties were changed to critical duties.

*Performance standards, as needed, were changed from absolute to non-absolute.

*Performance standards may be edited locally but changes must be in accordance with appropriate appraisal guidance.  Absolute performance standards are acceptable only in cases where a single failure would result in loss of life, injury, breach of national security, or great monetary loss.
____________________________________________________________________________________________
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