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CLASSIFICATION:  Guidance Counselor, GS-1740-09

DUTY TITLE:

____________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE: 
100%
ECKVRH
Guidance Counselor/Adult Education

2ND SKILL CODE:

3RD SKILL CODE:

____________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 1/10/97 

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.
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                   DATE

____________________________________________________________________________________________
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*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 professional guidance counselor providing general adult educational and career development counseling to both military and civilian personnel.
The organizational location of this position is:
____________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:
____________________________________________________________________________________________

DUTY 1:









20%
Critical

 
Provides informational, diagnostic, and/or academic counseling to military personnel of all ranks, their dependents, and/or civilian personnel pursuing undergraduate/graduate, vocational, technical, and professional development opportunities at various levels.  Interviews and compiles personal and academic histories; reviews secondary and post-secondary educational transcripts; selects, administers, and interprets tests and interest inventories so they can properly counsel program participants on their vocational aptitudes and interests and their educational strengths and weaknesses; assists in establishing realistic educational and vocational goals.  Counsels client on availability of basic skills education, assists in establishing academic/vocational goals and course selection, prepares program/degree plans, and determines education levels.  Provides counseling and enrollment assistance on all educational services available on the installation and in the local community.  Thoroughly searches available information on educational programs including grants, tuition assistance, scholarships, etc., to insure all opportunities have been considered.  Determines eligibility and assists in enrollment and preparation of forms for Air Force tuition assistance, VA benefits, loans and scholarships, Air Force Aid Society programs, PELL Grants, and other grant/loan programs of the federal, state or local government for which they qualify. Cost effectiveness for the government and individual responsibilities is explained with each enrollment.  Serves as liaison with the on and off-base schools and solves problems that students may have with the academic institution.

A.  With few exceptions, effectively counsels and  provides accurate information about available educational and career development opportunities.

B.  In most cases, accurately selects, administers, and interprets tests to identify academic strengths and/or weaknesses to ensure satisfactory progress.

C.  Routinely provides accurate and up-to-date information on any applicable grant, scholarship, tuition assistance, or VA benefit programs for which an applicant may qualify.

KSA:  1, 2, 3, 4, 5 

____________________________________________________________________________________________

DUTY 2:









20%
Critical

 

Counsels officers and airmen regarding requirements for unique Air Force educational opportunities such as Air Force Institute of Technology graduate and education with industry programs, professional military education, to include particular emphasis with the Air Command and Staff College and Air War College seminar programs, Squadron Officer School, Senior NCO Academy Multimedia Correspondence courses, Operation Bootstrap Permissive TDY, and the Academic Deferment Program, Airman Education and Commissioning Program, Extension Course Institute, and the Troops to Teacher Program.  Serves as the focal point for all Airman Commissioning Program, (Airman Education and Commissioning Program, Officer Training School, Air Reserve Officer Training Corps’, Airman Scholarship and Commissioning Program, Scholarship for Outstanding Airmen, and Professional Officer Course-Early Release Program, the Air Force Academy, Air Force Academy Preparatory School, and Leaders Encouraging Airmen Development Program and various medical commissioning programs).  Counsels, schedules testing, obtains required documentation, and schedules officer review boards for enlisted personnel applying for commissions.  Processes applications for these 

programs and forwards to the appropriate agency, processes applications to colleges/universities, assists with evaluation and admission for the academic phase of the program.  Schedules medical examinations, informs the Military Personnel Flight to assign availability code, and monitors personnel on the Assignment Availability Code roster.  Schedules and counsels personnel on the Community College of the Air Force (CCAF) programs, provides information necessary to request the required documentation for program update, and submits required documentation to CCAF for evaluation and preparation of CCAF transcripts.  Evaluates clients’ potential and eligibility for the programs, outlines a curriculum of study, and/or assists them with the application process.  Plans and coordinates all phases of the CCAF and other program graduation and/or award ceremonies including assisting with the graduation exercise.  Monitors progress of CCAF instructors toward degree attainment in support of CCAF faculty initiative.

STANDARDS:
A.  With few exceptions, effectively counsels military personnel assuring compliance with all appropriate regulatory directives and providing accurate and timely information on the various programs.

B.  Almost always, appropriately generates plans and coordinates graduation/award ceremonies.

KSA:  1, 2, 3, 4, 5 

____________________________________________________________________________________________

DUTY 3:









20%
Critical
 

Monitors progress of individuals participating in educational and career enhancement programs and modifies career goals as appropriate.  Conducts periodic outreach efforts and follow-ups in order to work with and reach those who are not motivated to seek voluntary counseling and/or to ensure that individuals are working toward their career goals as initially developed.  Upon a clients promotion to Captain, Major, or Lieutenant Colonel, contacts and counsels officers who have not earned a graduate degree or participated in a graduate program within the last year.  Annually contacts enlisted personnel who have not participated in an education program within the last year and who have reached specific points in an associate or baccalaureate program and encourages then to resume their studies.  Notifies instructors or unit commanders on individuals’ academic progress.

STANDARDS:
A.  Typically, counsels and provides timely and up-to-date information about available educational and career development opportunities, in an effective manner.

KSA:  1, 2, 3, 4, 5 

____________________________________________________________________________________________

DUTY 4:









20%
Critical

 

Prepares/conducts newcomers and educational briefings for groups or units to promote educational programs.  Provides periodic group counseling to explain and provide information such as the scope of education programs, its benefits, tuition assistance, and VA benefits availability so that the client can make an informed choice as to which is best in a particular situation, and eligibility requirements.  Writes, edits, and distributes annual base brochures and class schedules that describe the on-base education activities.  Uses media, such as radio, television, and local newspaper and bulletins to publicize education programs and services.  Develops and uses materials such as flyers and leaflets to promote better understanding of educational and related programs.

STANDARDS:
A.  With few exceptions accurately composes readable and factual articles for publication in base newspapers, bulletins, and other media to create interest in and awareness of available educational and self development programs.

B.  Usually, provides effective presentations/briefings to groups or units, as required.

KSA:  1, 2, 3, 4, 5 

____________________________________________________________________________________________

DUTY 5:









20%
Critical

 

Performs a variety of administrative duties related to the educational counseling program.  Maintains program information and prepares a variety of reports or feeder information as required.  Establishes and maintains suspense dates in order to submit required documentation/information for the various programs and follow-ups as appropriate.  Prepares, distributes, and tabulates needs assessment instruments to determine the educational needs of the serviced population.  Completes required documentation and ensures information such as course enrollment, course change, course completion, degree completion, and educational levels attained are entered on official records.  Schedules personnel for the Air Force Officer Qualification Test (AFOQT), the College Level Examination Program (CLEP) tests, and college entrance examinations.  Requests various computer listings and uses these listings for the purpose of maintaining records, scheduling tests, assisting in counseling base personnel and in updating and purging education records.  May serve as an Alternate Test Control Officer.

STANDARDS:
A.  Routinely provides accurate, up-to-date reports, as required.

B.  With few exceptions, properly submits documentation/information required by the various programs and ensures required information is properly documented on official records.

KSA:  1, 2, 3, 4, 5

____________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Professional knowledge of education theories, principles, procedures, and practices of secondary, adult, or continuing education programs and their accrediting processes.  (See positive education requirement per OPM Qualification Handbook for General Schedule Positions.)

2.  Knowledge of various educational testing methodologies to select, administer, and interpret diagnostic tests such as interest, aptitude, and achievement tests used in educational and career planning.

3.  Knowledge of regulations,  principles, techniques, communication techniques and approaches used in guidance counseling to counsel students or enrollees regarding the establishment of educational and occupational objectives.

4.  Knowledge of a variety of occupational, vocational, and career development resources (educational and/or community).

5.  Ability to design and develop curriculum for adult educational or vocational programs.

____________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required
-- Professional knowledge of education theories, principles, and techniques to provide counseling to clients.

-- Knowledge of both military and civilian occupations and occupational trends and the physical, mental, education, and experience requirements of various occupations with a knowledge of educational institutions and programs to make appropriate recommendations to clients.

-- Organizational and communication skills to develop working relationships and manage programs with diverse military, civilian, professional, and technical populations.  Verbal and writing skills to prepare publicity, recruitment, and other presentations/briefings.

-- Knowledge of various educational testing methodologies.  Ability to select, administer, and interpret diagnostic tests such as interest, aptitude, and achievement tests used in educational and career planning.

-- Knowledge of counseling and interviewing theories and techniques and ability to use those theories and techniques to gather educational and personal information in order to counsel individuals regarding educational and vocational needs/opportunities.

Factor 2, Supervisory Controls
The employee works under the general administrative and technical supervision of the supervisor who provides general policy guidance, defines objectives, and establishes priorities.  The incumbent is expected to independently plan and accomplish assignments using established techniques.  Work is reviewed for appropriateness, technical soundness, and compliance with regulations, policies, and procedures.

Factor 3, Guidelines

Guidelines include agency regulations and directives, school data logs and handbooks, testing manuals, and current education publications.  The incumbent uses these guides as a general aid in evaluating and formulating plans to meet the individual needs and abilities of the clients.  Guides are generally applicable but must be adapted to deal with specific problems and student situations.

Factor 4, Complexity

The incumbent provides factual data to clients concerning their aptitudes, interests, abilities, and achievement levels as revealed by objective tests, information concerning occupational characteristics and requirements, and information regarding appropriate educational institutions, their programs, and requirements.  Usually clients have the capacity to accept, understand, and act on facts with little need for psychologically structured help in interpreting these facts; they do not have mental or physical disabilities that present serious problems in vocational or educational choice or personal adjustment.

Factor 5, Scope and Effect
The employee provides accurate educational/vocational guidance, counseling, referral, testing, professional military and civilian educational opportunities and services.  Successful counseling allows the client to progress in appropriately planned curricula to pursue desired goals, impacts morale and welfare, and provides military personnel an opportunity for greater responsibility and job progression.

Factor 6, Personal Contacts
Contacts are with military personnel of all ranks, their dependents, and civil service employees.  Contacts also include educational institutions, various agency officials, and community, state, and federal organizations.

Factor 7, Purpose of Contacts
The purpose of contacts is to assist and motivate clients in planning educational goals and to resolve problems encountered during the process.  Contacts made with educational institutions and other agency personnel and organizations are to resolve problems, gain new information, clarify situations, and ensure accuracy of information.

Factor 8, Physical Demands
The work is sedentary.  Generally, the employee performs work comfortably seated; however, there may be some walking, standing, bending, and carrying light items.  No special physical ability is required by the work.

Factor 9, Work Environment
The work is primarily performed in an office, training room, or classroom.  The worker faces everyday risks or discomforts requiring normal safety precautions.  The work area is adequately lighted, heated, and ventilated.

____________________________________________________________________________________________

Other significant facts pertaining to this position are: 
1.  Work occasionally requires travel away from the normal duty station.

2.  Keeps abreast of developments in the educational counseling field and career field needs of the Air Force as well as occupational needs in civilian life by regularly reading a variety of professional journals and related publications.

____________________________________________________________________________________________

CLASSIFICATION SUMMARY:

CLASSIFICATION STANDARD(S) USED:

Professional positions with duties which involve counseling students or enrollees to establish educational and occupational objectives are placed in the GS-1740 series as defined by the OPM Series Coverage Standard, Education Services Series, GS-1740, dated October 1991 (TS-109).  Work is evaluated by cross-series comparison to criteria in the OPM, Position Classification Standard, Psychology Series, GS-180, dated June 1968 (TS-74).

Grade:  GS-09

NOTE(S) TO USERS:  

SCPD was updated 06/25/02.  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.  

Number of KSAs was revised from 8 to 5 and KSAs were re-linked to the duties of the position.  

*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.

CLASSIFICATION REMARKS:  Evaluation Statement

Title and Series Determination:  This position provides guidance counseling to individuals on their potential educational and vocational capabilities; needs and available means of meeting them; and analyzing and interpreting test data for application to individual educational plans.  Such work is covered and properly assigned to the GS-1740 series and titled Guidance Counselor.

Grade Determination:  Based on the GS-1740, Education Services Series position classification standard, nonsupervisory Guidance Counselor positions are evaluated by cross-series comparison with appropriate grade level criteria found in the Psychology Series, GS-180.  The GS-180 series position classification standard uses two factors to determine grade:  (1) Nature of Assignments, and (2) Level of Responsibility.

Nature of Assignments

The GS-07 is considered an advanced trainee.

At the GS-09 grade level, psychologists provide factual data and advice to clients concerning the abilities, aptitudes, interests, and achievement levels revealed by objective tests, information concerning occupational characteristics and requirements, job opportunities, and information regarding appropriate educational institutions, their programs and requirements.  Clients for whom these services are rendered have the capacity to accept, understand, and act on facts with little need for psychologically structured help in interpreting these facts; they do not have mental or physical disabilities that present serious problems in vocational or educational choice or personal adjustment.

At the GS-11 grade level, psychologists provide a wider variety of information to clients who require more skilled counseling assistance because of vocational, educational, and disability problems.

This position uses standard professional counseling techniques to provide factual data and advice to both military and civilian personnel concerning educational and career development and setting goals.  The clients to whom such information is provided have the capacity and capability to accept, understand, and act upon results with little need for interpretation.  This position meets the GS-09 grade level description.

Level of Responsibility

GS-09 level psychologist assignments typically are accompanied by a definition of the problems involved and discussion of the objectives to be met, but are not accompanied by detailed preliminary instructions regarding sources of information or the techniques or methods used.  The GS-09 psychologists are expected to plan their own work and follow established methods, policies, and techniques.  Psychologists-client contacts are not susceptible of detailed review.  Work is reviewed for appropriateness, technical soundness, and compliance with regulations, policies, and procedures.  The supervisor is available for resolving situations of an unusual nature.

At the GS-11 level there is work requiring considerable collaboration and effort in applying new methods and techniques and the psychologist at this level are responsible for the program or results.

In this position, the guidance counselor independently plans the work within established methods, policies and techniques to provide factual data and advice to both military and civilian personnel.  Work is reviewed for appropriateness, technical soundness, and compliance with regulations, policies, and procedures.  The supervisor is available for resolving situations of an unusual nature.  Contacts with clients are not subject to detailed review.  The level of responsibility for this position meets the GS-09 grade level.  It does not meet the GS-11 level because it does not require collaboration or effort in applying new methods and techniques.

Final Classification:  Guidance Counselor, GS-1740-09

____________________________________________________________________________________________
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