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AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G332

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
92DA

TARGET GRADE:
06
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:
Crit-Sens
BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:  
See Notes to Users


______________________________________________________________________________________________
CLASSIFICATION:  Investigative Clerk (Stenography/OA), GS-1802-04

DUTY TITLE:  

______________________________________________________________________________________________
ORG & FUNC CODE:  

CGY
     Office Special Investigations
1ST SKILL CODE:
60%
CMB
Compliance Assistant

2ND SKILL CODE:
20%
ANA
Clerk-Stenographer

3RD SKILL CODE:
20%
OAS
Office Automation Clk/Ast

______________________________________________________________________________________________

DEVELOPED AND CLASSIFIED BY THE AIR FORCE SCPD LIBRARY, 08/27/98

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:

[image: image1.wmf]Rater/Supv.

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 a trainee position leading to a full performance position of Investigative Assistant (Stenography/OA), GS-1802-06, SCPD #9G334, through an intervening level of Investigative Assistant (Stenography/OA), GS-1802-05, SCPD #9G336.  At this entry level, incumbent performs a full range of support work, under close supervision, for an Air Force Office of Special Investigations (AFOSI) unit in the performance of its investigative and law enforcement mission.  The incumbent will receive formal, informal, and/or on-the-job training in the specialty area designed to provide the incumbent with the opportunity to perform the duties at the full performance level.  The incumbent may be noncompetitively promoted to the full performance level upon, (1)  satisfactorily completing the training requirements, (2)  satisfactorily performing at the full performance level, (3)  meeting all OPM legal and regulatory requirements for promotion, and (4)  recommendation for promotion by the supervisor.  

The organizational location of this position is: The position is located at AFOSI Detachment _____________________, located at __________________________________________.

______________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:
The organizational goals or objectives of this position are:  To assist AFOSI special agents as they provide specialized criminal, fraud, and counterintelligence investigative services to Air Force command officials; and to work with other Department of Defense (DoD) criminal investigative agencies and federal law enforcement agencies in matters of interest to the USAF and DoD.

______________________________________________________________________________________________

DUTY 1:







%
Critical



Receives, logs, stores, and disposes of evidence in accordance with specific instructions.  Receives evidence collected by AFOSI special agents during criminal, counterintelligence, and fraud investigations which sometimes includes such things as hazardous waste, biohazards, radiological materials, etc.  Verifies evidence is accurately reflected on evidence tag, enters the description and pertinent data into evidence log, and stores the evidence in designated, secure storage area.  Prepares and packages evidence for mailing/transfer to laboratories, other agencies, and other AFOSI units.  Disposes of evidence in accordance with specific instructions by returning to contributor, destroying, or placing in appropriate supply channels.  Assists in conducting semiannual evidence inventories and other special inventories as required. 
STANDARDS:
A.  With few exceptions, efficiently maintains, safeguards, and controls inventory of evidence in accordance with specific instructions.

B.  Nearly always accurately disposes of evidence in accordance with instructions.

KSA:  1, 3
______________________________________________________________________________________________
DUTY 2:







%
Critical



Assists special agents with interviews and data retrieval.  Maintains interview logs and prepares subject and witness statement forms.  Witnesses polygraph examinations.  As required, furnishes testimony in legal, administrative, board, or court procedures by testifying as to the veracity and authenticity of documents executed during the course of an interview.  Assists special agents during investigations by compiling routine information involving persons under investigation.  Facilitates investigative operations by operating radio base stations, maintaining contact with each special agent, and serving as intermediary when special agents are unable to communicate with each other or other agencies.  Tracks items requiring follow-up action and notifies concerned investigative personnel.  Requests appropriate HQ AFOSI file retrieval as requested from the special agent.  Maintains case files.

STANDARDS:
A.  Routinely prepares forms accurately in the appropriate format in accordance with regulations and policies. 
B.  Almost always accurately and thoroughly presents testimony to military and civilian courts.

C.  Usually tracks and follows-up promptly on items requiring attention.

KSA:  1, 2, 3, 6
______________________________________________________________________________________________
DUTY 3:







%
Critical



Assists confidential/contingency funds custodian.  Receives and reviews for accuracy and validity, vouchers submitted by special agents, verifying amounts shown are correct, assuring proper forms and format are used, and ensuring timeliness of the items submitted on the voucher.  Prepares routine reports for submission to higher headquarters concerning categories of funds expended and correspondence concerning account operations.  Provides physical security for confidential funds in accordance with Air Force and AFOSI regulations. 

STANDARDS:
A.  Normally reviews vouchers for accuracy and validity in a timely manner.

B.  Nearly always effectively prepares routine reports in accordance with Air Force regulations and instructions.

KSA:  1, 3, 4, 5, 6
__________________________________________________________________________________________________
DUTY 4
:







%
Critical



Performs miscellaneous administrative duties.  Receives visitors and callers to the office, determines the nature of the call/visit, and then refers them to the appropriate staff member or personally provides the required information that addresses the most routine or procedural issues.  Screens incoming mail to identify what needs to be brought to the attention of the supervisor or referred to appropriate staff.  Establishes suspense dates as directed by the supervisor and brings to supervisor’s attention those that cannot be met by requested dates.  Reviews outgoing correspondence for procedural and grammatical accuracy and conformance with administrative requirements.  Utilizes a detailed working knowledge of all operational security (OPSEC) and communications security (COMSEC) requirements in all activities to preserve the integrity of sensitive/classified AFOSI investigation information. 

STANDARDS:
A.  Typically provides accurate answers in response to procedural questions or refers the questions to appropriate person.

B.  Usually performs effective reviews of incoming mail to determine destination, priority, and safeguarding of classified information.

C.  Normally reviews outgoing correspondence carefully for grammatical accuracy and conformance with established policies and procedures.

KSA:  1, 2, 3, 6
__________________________________________________________________________________________________

DUTY 5:







%
Critical



Uses varied and advanced functions of word processing software to create, format, modify, edit, and print a variety of letters, reports, memos, and other textual documents.  Uses advanced functions to generate tables of contents, import graphs or databases, create glossaries, and align multiple columns.  Performs such functions as add, copy, correct, delete, or move text; automatically print document identification or other notations at the top or bottom of each page; automatically number pages; create form letters and automatically merge these with mailing lists; check documents for spelling errors; designate some characters as boldfaced, underlined, and/or italic; and search for and change specific text within a document.  Independently carries out familiar assignments in accordance with previous instructions, standard procedures  for creating documents or entering or retrieving data, and established use of software packages.  Recognizes differences in existing procedures and applications and makes choices from among established alternatives.  Steps and procedures differ in terms of the type of document or specific report to be produced or edited, the specific formatting required for a document, the existence of prerecorded formats, and other differences of a factual nature.  Receives and transmits electronic mail.

STANDARDS:
A.  Typically uses word processing software effectively to prepare, maintain, and update accurate and useful documents.

B.  Routinely receives and transmits electronic messages and documents promptly and appropriately.

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

DUTY 6:







%
Critical



Records and transcribes stenographic notes of correspondence, reports, and similar material; telephone conversations; and office meetings and conferences in an administrative or technical office.  Takes dictation that accurately reflects content and meaning of nonspecialized terminology.  Independently transcribes and collates material in final form with responsibility for selecting appropriate format depending on the nature of the material, word usage, and grammar.  Proofreads transcribed material to ensure proper format, correct spelling, grammar, and punctuation.  Uses initiative in securing information on unfamiliar terms and in assembling supplemental material, but is expected to seek clearance for deviations from the instructions or established procedures.

STANDARDS:

A.  Typically takes and transcribes notes accurately and finalizes in a timely manner.

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

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of rules, procedures, or operations of the Office of Special Investigation (OSI) to perform the procedural and administrative work of the organization such as receiving, verifying, and securing evidence and providing administrative support for the organization.

2.  Knowledge of OSI case files and the purpose and content of documents in the files; and directives outlining the safeguarding of classified material.

3.  Knowledge of office functions to screen telephone calls and visitors, answer routine questions, prepare and review correspondence, and perform other administrative work of the organization; and of grammar spelling, capitalization, punctuation, and terminology commonly used in office settings to prepare material correctly.
4.  Knowledge of word processing automation software functions to support office operations and produce a variety of  textual documents such as letters, reports, memos, and form letters.

5.  Skill in performing arithmetic computations; skill in typing, a qualified typist is required; and skill in stenography to take and transcribe dictation, a qualified stenographer is required.  
6.  Ability to communicate effectively, both orally and in writing; to assist with interviews; and to furnish testimony on the veracity of subsequent documentation.
__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position
-- Knowledge of a body of standardized rules, procedures, or operations that require moderate training and experience to perform the full range of standard clerical assignments for Office of Special Investigations (OSI) and resolve recurring problems in accordance with accepted practices.

-- Knowledge of directives outlining the safeguarding of classified material and organizational procedures for the sorting, collection, and delivery of official mail.

-- Knowledge of grammar, spelling, capitalization, punctuation, and terminology commonly used in office settings to prepare material correctly.

-- Knowledge of the nature and capability of word processing software procedures and function keys to perform a substantial range of functions such as generating tables of contents, importing graphs or databases, creating glossaries, aligning multiple columns, automatically printing document identification or other notations at the top or bottom of each page, and creating form letters and automatically merging these with mailing lists.

-- Knowledge of standard office equipment, such as electric/electronic typewriters, copiers, fax machines, and office automation systems to perform a substantial range of office automation support.  A fully qualified typist is required.

-- Skill in applying basic data gathering methods to collect types of factual information. 

-- Skill of a fully qualified stenographer to take and transcribe dictation of nonspecialized terminology; a minimum of 80 WPM is required.
-- Ability to prepare clear, concise recurring reports that describe the data collected.

Factor 2, Supervisory Controls
Works under the supervision of the local AFOSI Commander who assigns work by indicating generally what is to be done, limitations, quality and quantity expected, deadlines, and priority of assignments.  The supervisor provides additional, specific instructions for new, difficult, or unusual assignments, including suggested work methods or advice on source material available.  The employee uses initiative in carrying out recurring assignments independently without specific instruction, but refers deviations, problems, and unfamiliar situations not covered by instructions to the supervisor for decision or help.  The supervisor assures that finished work and methods used are technically accurate and in compliance with instructions or established procedures.  Review of the work increases with more difficult assignments if the employee has not previously performed similar assignments.
Factor 3, Guidelines
A number of established instructions and procedures for doing the work are readily available and clearly applicable to most assignments.  Typical guidelines consist of DoD, AF, AFOSI, and other MAJCOM directives.  Incumbent uses knowledge and judgment in locating, selecting, and applying guidelines.  Makes minor deviations to adapt guidelines in specific cases.  Employee refers situations involving significant deviations from established guidelines or problems requiring significant judgment to the supervisor or higher level employee for guidance or resolution.  

Factor 4, Complexity
The work consists of duties that involve related steps, processes, or methods.  The decision regarding what needs to be done involves various choices that require the employee to recognize the existence of and differences among a few easily recognizable situations.  Actions to be taken or responses to be made differ in such things as the source of information, the kinds of transactions, or other differences of a factual nature.  

Factor 5, Scope and Effect
The work involves the execution of specific rules, regulations, or procedures.  The primary purpose of the work is to ensure evidence is properly described, catalogued, and secured; assist special agents with interviews and data retrieval; and perform other miscellaneous administrative duties in support of AFOSI.  Work results directly affect the successful completion of cases going to prosecution.

Factor 6, Personal Contacts
Contacts are both inter- and intra-agency.  Incumbent has frequent contacts with suspects, witnesses, and victims; and local, state, and federal law enforcement officials in a moderately structured setting regarding sensitive investigations.

Factor 7, Purpose of Contacts
The purpose is to obtain, clarify, or give facts or information regardless of the nature of those facts; i.e., the facts or information may range from easily understood to highly technical.  Incumbent may also resolve problems in connection with recurring responsibilities. Exact purpose of the contacts may be unclear at first as parties may be uninformed as to the role and authority of AFOSI special agents, all of whom are federal law enforcement officers.  
Factor 8, Physical Demands
The work is mostly sedentary.  No special physical demands are involved.  There may be some walking, standing, bending, or carrying of light items.

Factor 9, Work Environment
The employee works in an adequately lighted and ventilated office environment.  Observes normal safety precautions.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  Position is designated critical-sensitive.

2.  Incumbent must possess a valid state driver’s license as may be required to transport evidence.

3.  Incumbent must be willing to travel on military or commercial aircraft.

4.  Emotional stability, tact, and maturity are necessary to cope with unusual and stressful situations.

5.  Employee must work under pressure.

6.  Irregular duty hours may be required.

7.  May be required to undergo polygraph examination.

_________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDS USED:  United States Office of Personnel Management Compliance Inspection and Support Series, GS-1802, December 1997; OPM Grade Level Guide for Clerical and Assistance Work, December 1997; Office Automation Clerical and Assistance Series, GS-326, December 1997; OPM Office Automation Grade Evaluation Guide, December 1997; OPM Clerk-Stenographer and Reporter Series, GS-0312,  December 1997; and OPM Typing and Stenography Grade Evaluation Guide, December 1997.

CLASSIFICATION REMARKS: 
EVALUATION STATEMENT

Series Determination:  The work of this position is to perform as a trainee and provide clerical and administrative support work in assuring compliance with or enforcement of Federal law as described in the Compliance Inspection and Support Series, GS-1802.  Incumbent has responsibility for receiving and securing evidence, assisting special agents with interviews, data retrieval, and report preparation, office automation, stenography, and administrative duties in support of the AFOSI detachment.  

Title Determination:  There are no specific requirements for titles in this series.  Since this position is primarily concerned with assisting AFOSI special agents as they conduct a wide spectrum of specialized criminal, fraud, and counterintelligence investigations, and a qualified typist and stenographer are required in performing the office automation and shorthand duties, the position is assigned the title of Investigative Clerk (Stenography/OA).

Grade Determination:  This is a trainee position performing work in accordance with well-established policies, procedures, and techniques.  The Compliance Inspection and Support Series, GS-1802, does not contain grading criteria.  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-03 grade level.  At the GS-03 grade level, the incumbent performs many different tasks in processing different kinds of forms or transactions requiring knowledge of organization’s functions and procedures. In subject position, incumbent is required to have subject-matter knowledge of an organization’s programs and operations to determine what is being done, why the action is taken, and how it must be accomplished (i.e., importance of securing evidence).

Position meets the GS-04 grade level.  At the GS-04 grade level, the incumbent performs a full range of assignments consisting of related steps, processes, or methods; and knowledge of an organization’s programs and operations, rules, and processes is required.  Subject position is performing a full range of standard assignments in support of investigations by obtaining routine background information on individuals by means of automated information retrieval, telephone inquiries or correspondence; providing routine information to authorized persons concerning the status of particular investigations; compiling routine reports, etc.  Incumbent applies knowledge of the organization’s programs and operations, rules, and processes to ensure evidence is safely secured and sensitive information is not compromised.

Position does not meet the GS-05 grade level.  At the GS-05 grade level, the incumbent performs the full range of standard and non-standard clerical procedures.  Such tasks require unrelated processes and an extensive knowledge of the organization’s rules and operations to perform the more complex or one-of-a-kind clerical processing procedures.  This exceeds the subject position where the employee performs a full range of standard assignments consisting of related steps and processes which require some subject-matter knowledge, but not the broad working knowledge required at the GS-05 level.

B. 
Level of Responsibility:

Position exceeds the GS-03 grade level.  At the GS-03 grade level, the supervisor provides individual assignments by explaining what is to be done and how to accomplish it, and guidelines are normally specific.  In subject position, incumbent works independently in carrying out assignments of a continuing nature.  Procedures are established and a number of specific guidelines are available, but incumbent is required to use judgment in locating and selecting the most appropriate guidelines, references, and procedures to adapt the guidelines in specific cases. 

Position meets the GS-04 grade level.  In subject position, work is assigned in terms of methods to follow and results expected; and employee works independently in carrying out recurring assignments (i.e., preparing routine reports, maintaining data in evidence log, etc.).  A number of specific guidelines are available, and the employee uses judgment in locating and selecting the most appropriate guidelines, references, and procedures.  The employee makes minor deviations to adapt the guidelines in specific cases (i.e., handling correspondence and telephone calls, compiling routine information, etc.).  The duties of this position are consistent with the GS-04 level.

Position does not  meet the GS-05 grade level.  At the GS-05 grade level, work is assigned in terms of objectives, priorities, and deadlines; and employee follows accepted practices in resolving non-recurring problems and meeting deadlines.  Incumbent is required to select a course of action from several options, such as determining which course of action is best for disposing of evidence (e.g., returning to contributor, destroying, placing in appropriate supply channels, etc.).  In subject position, work is assigned in terms of methods to follow and results expected, and incumbent exercises initiative in completing recurring assignments.  Non-recurring problems without specific guidelines are referred to the supervisor for resolution in subject position. 
Since subject position meets, but does not exceed, the GS-04 grade level on both grading criteria for Nature of Assignments and Level of Responsibility, the position is classified at the GS-04 grade level.

Office Automation:

The office automation duties were evaluated against the Office Automation Grade Evaluation Guide as follows:

FACTOR LEVELS AND POINTS:  1-3/350, 2-2/125, 3-2/125, 4-2/75, 5-2/75, 6-1&7-A/30, 8-1/5, 9-1/5

GS-04 Point Range:  655-850 

Total Points:  790

Grade:  GS-04

Stenography:

The stenographic duties were evaluated against the Typing and Stenography Grade Evaluation Guide as follows:

FACTOR LEVELS AND POINTS:  1-3/350, 2-2/125, 3-2/125, 4-2/75, 5-1/ 25, 6-1 & 7-A/30, 8-1/5, 9-1/5

GS-04 Point Range:  655 - 850

Total Points:  740

Grade:  GS-04

Final Classification:  Investigative Clerk (Stenography/OA), GS-1802-04

NOTES TO USERS:
1.  Minor changes, including skill code shreds, may be made to fit local requirements, using the existing SCPD number, as long as the changes do not affect the classification or staffing patterns of the SCPD. 
2.  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.

3.  SCPD was updated 11/21/03.  The following updates were made:

Non-critical duties were changed to critical duties.

Number of KSAs was revised from 11 to 6 and KSAs were re-linked to the duties of the position.

*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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