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AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G263

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
D26A

TARGET GRADE:
02
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:
See Note(s) to Users
__________________________________________________________________________________________________

CLASSIFICATION:  Clerk, GS-0303-02

DUTY TITLE:  

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
100%
AKKOFS
Clerk/Asst/Tech/Office Services

2ND SKILL CODE:




3RD SKILL CODE:




__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 4/11/97 

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 perform a variety of routine, recurring clerical work in office, business, or fiscal operations, requiring training and experience gained from previous work experience and training.

The organizational location of this position is:  

__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  

__________________________________________________________________________________________________

DUTY 1:







%
Critical



Receives telephone calls and visitors.  Answers the telephone and refers callers/visitors to appropriate personnel based on specific name or functional area request.  Relays routine information when no subject matter knowledge is involved.  Takes and delivers messages when staff members are unavailable.  Makes and keeps appointment calendar following specific instructions from staff members.
STANDARDS:
A.  Typically refers callers/visitors to appropriate personnel promptly and courteously.

B.  Typically takes and delivers telephone messages accurately and courteously.

C.  Typically takes appointments effectively for staff members as directed.

KSA:  1, 2, 3, 5

__________________________________________________________________________________________________

DUTY 2








%
Critical



Processes incoming mail.  Picks up, receives, opens, sorts, and distributes mail to appropriate individuals following specific instructions.  Checks accuracy of address indicators which appear wrong.  Delivers other correspondence to other offices as directed.  Maintains a mail control log.

STANDARDS:
A.  Routinely routes incoming mail to appropriate person or office accurately and in a timely manner.

KSA:  1, 2, 3, 5

__________________________________________________________________________________________________

DUTY 3:







%
Critical



Prepares and maintains office records of various types.  Sorts, codes, and files documents in an established alphabetical or simple subject-matter filing system.  Obtains information from files as requested.  From detailed instructions, prepares and maintains forms such as time sheets and timecards for personnel within the office.

STANDARDS:
A.  Routinely files/obtains material from files accurately and promptly.

B.  Typically prepares and submits paperwork such as supply requisition forms and time sheets appropriately and in a timely manner.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________

DUTY 4








%
Critical



Performs routine, miscellaneous clerical work.  Reproduces and assembles copies of a variety of correspondence as instructed.  Uses office copying machines.  Utilizes FAX machines.  Maintains and orders office supplies, as requested by other staff members.

STANDARDS:

A.  Routinely copies and assembles material accurately and in a timely manner.
B.  Typically prepares and submits paperwork for supplies appropriately and in a timely manner.

KSA:  1, 2, 3, 5

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Ability to learn general office administrative and clerical procedures to distribute mail, answer telephone, make appointments, and file material.

2.  Ability to learn organization and functions sufficient to receive visitors, telephone calls, and distribute mail by specific name/functional area.

3.  Ability to read and interpret specific procedural guides such as instructions, manuals, established policies and procedures for assigned tasks such as filing, distributing mail, or ordering supplies, which are directly applicable to the work.

4.  Ability to learn filing system and procedures.

5.  Ability to communicate effectively orally using tact and courtesy.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required







-- Knowledge of the terminology and procedures of the organization to comprehend and apply guides and instructions covering the assigned tasks.

-- Knowledge of routine operating procedures for office copying machines or FAX machines.

-- Ability to follow instructions, comprehend, and apply guides and instructions for assigned tasks, such as filing correspondence, maintaining time and attendance information, and ordering office supplies.

Factor 2, Supervisory Controls






The supervisor provides specific, detailed instructions on the work to be accomplished.   Employee performs routine work as instructed and seeks advice on matters not specifically covered, clearly defined, or easily located in the instructions or guides.  Choices regarding what is to be done are limited.  Supervisor or higher graded employee are available to answer questions or provide information.  Supervisor spot-checks work in progress and upon completion for accuracy, completeness, and adherence to instructions and established procedures.

Factor 3, Guidelines







A number of detailed and specific guides apply to the work, (e.g., instructions, manuals, and established practices and procedures).  Employee’s judgment is limited to choosing the proper guide or instruction for each task or operation.  Such choices are easily made because the assigned tasks recur and are limited in variety.  Guides are often committed to memory.

Factor 4, Complexity







Work consists of several related tasks, steps, or operations.  Choices regarding what needs to be done are limited because the work typically consists of a series of prescribed steps performed in the same or slightly varied sequence, such as sorting, coding, and filing documents in an established alphabetical or simple subject-matter filing system.  

Factor 5, Scope and Effect






The work involves the performance of several related tasks.  The work facilitates the work of others within the immediate office; it has little impact outside the immediate unit.

Factor 6, Personal Contacts






Personal contacts are with employees within the immediate organization, office, project, or work unit, and in related or support units.  Personal contacts may also involve members of the general public in highly structured situations; e.g., the purpose of the contact and the question of with whom to deal are relatively clear.

Factor 7, Purpose of Contacts






Purpose of contacts is to obtain, clarify, or give facts or information directly related to the work; for example, exchange information necessary to accomplish assignments.

Factor 8, Physical Demands






The work is sedentary.  May require some walking, standing, bending, carrying and/or lifting of light items like papers or books.  No special physical demands are required to perform the work.

Factor 9, Work Environment






The work is performed in a typical office setting, requiring the use of normal safety precautions necessary for an office environment.  The work area is adequately lighted, heated, and ventilated.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM Position Classification Standard for Miscellaneous Clerk and Assistant Series, GS-0303, TS-34 dated Jan 79 and Grade Level Guide for Clerical and Assistance Work, TS-91 dated June 1989.

CLASSIFICATION REMARKS:  EVALUATION STATEMENT

Series Determination:  Subject position is responsible for performing a variety of routine, repetitive clerical work
such as filing, answering telephone, receiving visitors, and processing mail for which no appropriate occupational series has been established.  This position meets the definition for inclusion in the GS-0303 series.

Grade Determination:  The Grade Level Guide for Clerical and Assistance Work provides general criteria for use in determining the grade level of nonsupervisory clerical and assistance work and was used in evaluating the grade 

of this position.  Grade evaluation for the Grade Level Guide for Clerical and Assistance Work is based on two evaluation factors:  Nature of Assignment and Level of Responsibility.

    A.  Nature of Assignment:

Position exceeds the GS-01 grade level which is characterized by assignments involving simple, routine, or repetitive tasks which require little or no subject matter knowledge.  Procedures, at the GS-01 level, are few and unchanging.  There is little or no choice to be made in deciding what needs to be done because work normally consists of one or two clerical steps repeated in the same sequence.  As subject position requires several related tasks, steps, or operations (sorting, coding, and filing documents in an established alphabetical or simple subject-matter filing system), level GS-01 is exceeded.

Position meets the GS-02 grade level which is characterized by several related tasks, steps, or operations.  Subject position is required to perform a series of prescribed steps (e.g., sorting, coding, and filing documents) and to be knowledgeable of the terminology and procedures of the organization to perform duties such as receiving, opening, sorting, and distributing mail.  The GS-02 level is met.

Position fails to meet the GS-03 grade level.  At the GS-03 level, work consists of many different prescribed tasks, steps, or operations.  At the GS-03 level, the employee applies a thorough knowledge of the organization’s functions and procedures in performing the work and applies experience and judgment in handling situations that arise.  Even though subject position appears to be performing different tasks (e.g., answering telephone, receiving visitors, filing, and receiving and distributing mail), work is assigned with detailed instructions and performed under close supervision, with limited latitude for the exercise of independent judgment, and does not require employee to apply experience and judgment in handling situations that arise; therefore, the GS-03 level is not met.

    B.  Level of Responsibility:

Position exceeds the GS-01 grade level.  At the GS-01 level, work is closely observed, controlled, and checked by the supervisor before, during, and after completion and reviews it upon completion for quantity, quality, and adherence to instructions.  At the GS-01 level, very few guides are applicable to the work but the guides and precedents used are detailed and specific to the work, are always available, and their applicability is obvious.  As subject position is required to apply a number of detailed and specific guides (e.g., instructions, manuals, and established practices and procedures) in performing routine duties, level GS-01 is exceeded.

Subject position meets the GS-02 grade level.  At the GS-02 level, work is closely controlled.  In some situations, the control is through the structured nature of the work itself.  In other cases, the supervisor maintains control through review of the work by spot-checking progress and reviewing completed work for accuracy, completeness, and adherence to instructions and established policies.  At the GS-02 level, a number of detailed and specific guides apply to the work (e.g., instructions, manuals, and established practices and procedures).  Subject position is required to choose the proper guide or instruction for each task or operation (e.g., checking the accuracy of address indicators which appear wrong).  Such choices are easily made because the assigned tasks recur and are limited in variety.  The GS-02 level is met.

Position fails to meet the GS-03 level.  At the GS-03 level, supervisor provides individual assignments by explaining what is to be done and how to accomplish it.  Routine assignments, at the GS-03 level, are performed independently unless problems occur, in which case, the supervisor is available for assistance.  At the GS-03 level, a large number of procedural guides apply.  Their number, however, causes problems in deciding what guide applies in some situations.  Many guides are memorized, but, because of their number, the employee often refers to written guides for help (referring some callers to the appropriate personnel or in providing information).  Subject position does not meet the GS-03 level as guides are detailed and specific and choices are easily made because of recurring tasks (e.g., distributing mail based on specific instructions or ordering office supplies as requested by staff members).

Since subject position meets, but does not exceed, the GS-02 level on both grading criteria (Nature of Assignment and Level of Responsibility), the position is classified at the GS-02 grade level.

Title Determination:  There are no specific titles required by the standard for this series of work.  Since the position is primarily concerned with performing duties requiring a variety of routine, clerical work, the title is allocated as Clerk.

Final Classification:  Clerk, GS-0303-02

NOTE(S) TO USERS:
1.  This SCPD number may be used for developmental or non-developmental positions. Please note: if used for a developmental position change the Target Grade to 03.

2.   SCPD was updated 12/18/02.  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 remained at 5.

*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.

______________________________________________________________________________________________

AFPC Free Flow Format

AF Form 1003 APR 90 (COMPUTER GENERATED)

DATE:  12/18/02

Page 6

