STANDARD CORE PERSONNEL DOCUMENT

               Number:  9G260
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ORGANIZATION:

SCPD NUMBER:
9G260

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
90FA

TARGET GRADE:
06
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:

____________________________________________________________________________________________

CLASSIFICATION:  Transportation Assistant (Personal Property), GS-2102-06

DUTY TITLE:  

____________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
100%
FKP2VN
Transportation Clk-Ast/Personal Property


2ND SKILL CODE:




3RD SKILL CODE:




____________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 4/24/98

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 information and advice to military and civilian personnel regarding their entitlements for shipment and storage of personal property (e.g., household goods, unaccompanied baggage, privately owned vehicles, and special items such as mobile homes and large boats).  Movement of personal property can either be domestic or international.

The organizational location of this position is:  

____________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  

The organizational goals or objectives this position are:

____________________________________________________________________________________________

DUTY 1:








%
Critical



Counsels all authorized military and civilian employees of their entitlements for shipment and storage of personal property and privately owned vehicles, including specialized items, to domestic and overseas locations.   Determines and advises entitlements or procedures related to temporary storage of goods; weight allowances; prohibited items; and shipment of personal property including various methods available (e.g., Government, do-it-yourself (DITY), or commuted rate).  Uses a variety of instructions and regulations to counsel personnel and their dependents in groups or individually regarding submitting an application for the shipment and storage of household goods, personal baggage, mobile homes, etc.  Defines items shipped as baggage or household goods, various restrictions, weight limits, procedures for shipment of pets, automobiles, etc.  Determines members’ entitlements and responsibilities from special orders and movements.  Explains the procedure for concurrent/

nonconcurrent travel.  Determines cost effectiveness and consolidates shipments when advisable and when two

or more loads are being sent to the same geographical areas.  Plans, books, and routes personal property, estimating cost savings, time involved, time of arrival, storage in transit involved, and purposes.  Explains and prepares Customs documents for various overseas countries.  Explains special handling or accessory services, liability 

of carrier in accordance with terms and conditions of applicable tariffs or tenders, government liability for 

damaged or missing items, and responsibility for acceptance of shipments at destination.  Identifies and reconciles discrepancies and discusses with applicants to ensure they are aware of any additional costs or liabilities that may result from the differences. 

STANDARDS:

A.  With few exceptions, accurately counsels military and civilian personnel on their entitlements.

B.  Almost always, thoroughly and courteously explains entitlements and procedures regarding shipment and storage of personal property.

C.  Routinely, plans, books, and routes transportation and storage of personal property in an effective manner. 

KSA:  1, 2, 3, 4, 5

____________________________________________________________________________________________

DUTY 2:








%
Critical



Prepares and processes applications for transportation or storage of a wide range of personal property, and privately owned vehicles, including special items, of authorized civilian and military members.  Prepares applications based on information secured from applicants, applicants’ orders, knowledge of pertinent instructions, regulations, and carriers’ tariffs.  Determines mode and method of transportation based on weight of shipment, destination, type of shipment, eligibility of carrier, time involved, and relative cost of freight versus door-to-door, container, and pack and crate shipments.  Selects most economical and direct route and carrier, within a given mode of transportation, consistent with tonnage distribution and time limitation for delivery to destination.  Arranges for the movement of special items such as mobile homes, house trailers, campers, and large boats.  Considers factors such as age and condition of the item to determine the kind of special handling needed to transport property safely (e.g., blocking and bracing, pre-movement surveys, special carrier equipment, etc.).  Makes detailed cost comparisons to determine the best and most economical method of movement, and screens orders for correct accounting data.  Allocates tonnage to qualified, approved, and rated carriers to ensure appropriate tonnage distribution.  Contacts carriers’ agents or contractors for services, including accessory services, storage, and line haul.  Advises members when excess costs are applicable in regard to shipments.  Serves as a contact point for resolving problems related to assigned moves (e.g., broken axles or structural flaws that surface in transit or other conditions requiring in transit action).  Computes and collects excess cost when appropriate.  Determines aerial or water port of debarkation and routes shipment to proper port and overseas destinations.  For aerial shipments, determines aerial port of embarkation and debarkation.  For water shipments, determines water port of embarkation and port of debarkation overseas.  Verifies and obligates government funds to be utilized in the shipment of personal property, household goods, special items, etc.

STANDARDS:
A.  With rare exception, accurately determines the type and quantity of personal property that can be moved at Government’s expense.

B.  Almost always, accurately reviews orders, determines mode of transportation, and computes shipment costs of personal property.

C.  Typically obligates government funds properly.

KSA:  1, 2, 3, 4, 5

____________________________________________________________________________________________

DUTY 3:








%
Critical



Plans and processes DITY incentive moves for payment through the local Finance office.  Determines, advises, and consults with member(s) on personal needs in light of entitlements based on rank, years of service, and type 

and amount of property to be moved.  Performs cost comparison and prepares a comparative analysis of potential savings on DITY moves.  Briefs members on inherent disadvantages involved.  Prepares and records estimates of members’ potential savings by use of a DITY move.  Aids members in preparation of Application for Movement

of Property, DD Form 2278.  Issues necessary instructions regarding weighing the vehicle and the acquisition of weight tickets, before and after loading. 

STANDARDS:
A.  With few exceptions, effectively and accurately counsels all authorized military and civilian personnel on their DITY entitlements.

B.  Generally computes accurate cost comparisons of DITY moves.

C.  Normally explains DITY entitlements, savings, and possible disadvantages in a thorough and courteous manner.

KSA:  1, 2, 3, 4, 5

____________________________________________________________________________________________

DUTY 4:








%
Critical



Performs other clerical and administrative tasks in support of the transportation work.  Prepares requests to recover excess costs, instructions on office procedures, requests for information, item descriptions, reports, and routine letters.  Consolidates and finalizes information for various reports in accordance with established reporting procedures.  Gathers and summarizes information for files and documents for supervisor’s use in responding to inquiries, recognizing which information is or is not relevant to the issue at hand.  Proofreads/edits correspondence and documents for correct grammar, spelling, capitalization, punctuation, and format.  Assembles documents, forms, and other paperwork that make up transportation files or records.  

STANDARDS:
A.  Normally prepares accurate, clear and concise documents in accordance with regulations and policies, in appropriate format, and within prescribed suspense.

B.  With few exceptions, properly assembles paperwork for transportation files/records and thoroughly screens items for missing or incompatible information.  

KSA:  1, 2, 3, 4

____________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of the full range of transportation operations as related to the shipment of personal property.

2.  Knowledge of the instructions, regulations, directives, local operating procedures, governing entitlements, and shipment of personal property.

3.  Ability to analyze, correlate, and evaluate transportation data.

4.  Ability to respond to a range of questions from government agencies, activity personnel, customers, commercial carriers, and/or others regarding the shipment and storage of household goods.

5.  Ability to communicate effectively, both orally and in writing.

____________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required By The Position



Level 1-4
550 Points

-- Knowledge of an extensive body of transportation rules, procedures, or operations governing entitlements and documentation requirements for domestic or foreign shipments to perform a wide variety of interrelated or nonstandard procedural assignments and resolve a wide range of problems pertaining to the personal property function.

-- Knowledge of transportation instructions and regulations that relate to the movement of a wide range of specialized shipments, such as mobile homes, large boats, and house trailers.  For example, this includes assignments regularly involving the movement of oversized, heavy haul, hazardous, and security risk items. 

Moves of this nature require extensive practical knowledge of the carrier industry, specialized shipment needs, 

and terminal or storage capabilities to identify the appropriate shipping method, carrier equipment, services, and special handling required.

-- Knowledge of automated transportation systems to reconcile errors that require an understanding of nonstandard transportation procedures or provide subject-matter assistance in the development of automated transportation procedures for clerical operations.

Factor 2, Supervisory Controls





Level 2-3
275 Points

The supervisor outlines objectives, priorities, and deadlines and provides guidance on dealing with unusually involved or one-of-a-kind situations.  The employee independently plans and carries out the successive steps to complete transportation support duties and use accepted practices to resolve problems and deviations (e.g., arranging transportation and storage of special items and providing a full range of counseling services).  The supervisor  reviews completed work for technical soundness, appropriateness, and conformity to policy and requirements.  

Factor 3, Guidelines






Level 3-2
125 Points

Guidelines include volumes of transportation instructions, regulations, manuals, guides, directories, tenders, operating procedures, and notices which are applicable to individual personal property shipments.  Employee uses judgment in selecting the appropriate reference and procedure for shipping instructions (e.g., small, large, general, or specialized).  There may be omissions in guidelines that require employee to use some judgment and initiative 

to handle aspects of the work not covered completely (e.g., when deciding whether to delay shipments for consolidation purposes or selecting a better route than the one requested by the customer).  Employee refers situations requiring significant judgment or interpretation to the supervisor or others for guidance or resolution.

Factor 4, Complexity






Level 4-3
150 Points

The work involves performing different and unrelated processing and procedural tasks in support of transportation assignments that are broad and varied (e.g., involve a full range of shipping situations).  Employee identifies the nature of the request, problem, or issue, and determine the need for and obtain additional information through oral or written contacts and review of instructions, regulations, and manuals.  The employee may have to consider previous actions and understand how these actions differ from or are similar to the issue at hand before deciding on an approach.  Movements may involve varying types of personal property or varying origins, destinations, and degree of customer understanding.  In these situations, employee examines or obtains information to determine applicable regulations, appropriate mode or mode combination for each different situation, kind of documentation and instruction required for each particular mover, and need for special services.  Employee makes recommendations or takes actions based on a case-by-case review of transportation instructions, regulations,

and documents (e.g., reviewing requests for specialized shipments and providing extensive counseling on a wide variety of entitlements and optimal options).

Factor 5, Scope and Effect





Level 5-2
 75 Points

The purpose of the work is to provide a full range of counseling service to authorized military and civilian personnel regarding their entitlements for shipment and storage of personal property, including special items, and prepare and process transportation applications.  Discusses significant findings and assists in resolving operating problems.  Work affects the accuracy and reliability of further processes on shipping arrangements, billing, handling, and transportation services.  

Factor 6, Personal Contacts





Level/Pts (See Factor 7)

Contacts are with employees in the same agency but outside the immediate organization, such as personnel 

who are shipping or transporting items or travelers who are seeking advice or information.  Contacts also include transportation clerks at other installations or employees in other agencies who are providing, requesting, or coordinating actions and information.  Contacts may also be with representatives of airlines, freight hauling companies, or commercial storage warehouses who are confirming information related to the transport and 

storage of items.

Factor 7, Purpose of Contacts





Level 6/7-2b
 75 Points

The purpose of the contacts is to counsel members on their entitlements and plan and coordinate work efforts to prevent or correct errors, delays, or other complications from occurring in the shipment of personal property items. 

Factor 8, Physical Demands





Level 8-1
  5 Points

Work is principally sedentary but may require some physical effort, such as standing, walking, and bending.  No special physical demands are required.

Factor 9, Work Environment





Level 9-1

  5 Points

The work is performed in an office that is adequately heated, lighted, and ventilated.  Observes normal safety precautions.

____________________________________________________________________________________________

Other significant facts pertaining to this position are:  

1.  Typing and computer operation is performed; however, a qualified typist is not required.

____________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM Position Classification Standard for Transportation Clerk and Assistant Series, GS-2102, HRCD-2 dated December 1996.

GS-06 Point Range:  1105-1350

Total Points:  1260

Grade:  GS-06

Final Classification:  Transportation Assistant (Personal Property), GS-2102-06

CLASSIFICATION REMARKS:

NOTE(S) TO USERS:

SCPD was updated 01/14/03.  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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