STANDARD CORE PERSONNEL DOCUMENT                                                               Number:  9G362

_________________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)
ORGANIZATION:
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TARGET GRADE:
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__________________________________________________________________________________________________    CLASSIFICATION:  Social Services Assistant (OA) GS-0186-07

DUTY TITLE:  Family Advocacy Program Assistant (FAPA)

__________________________________________________________________________________________________

ORG & FUNC CODE:  
        MDY   

Medical        

1ST SKILL CODE:    90%        AFH

Social Services Assistant

2ND SKILL CODE:   10%        OAS

Office Automation Assistant

3RD SKILL CODE:

__________________________________________________________________________________________________ SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 4/29/99

CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes. 
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__________________________________________________________________________________________________ SUPERVISORS CERTIFICATION:  I certify that this SCPD is an accurate statement of the major duties, knowledge, 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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AF Form 1003 APR 90 (COMPUTER GENERATED)

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:

The primary purpose of this position is:  To conduct interviews with Family Advocacy Program (FAP) clients, administer assessment questionnaires, provide training to individuals at risk for family maltreatment, and assist other staff members in the research and evaluation of the Family Advocacy Program (FAP), to ensure compliance with DoD Directives and Air Force FAP Standards.   

The organizational location of this position is: 
__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:

The organizational goals or objectives of this position are:  To provide technical and administrative support to the Family Advocacy Program.

__________________________________________________________________________________________________

DUTY 1:







  
 %
Critical



Conducts screening interviews with Family Advocacy Program (FAP) clients.  Explains FAP program services, requirements, policies and procedures; and obtains pertinent biopsychosocial history and other case information to be incorporated in the file as background for planning indicated services.  Documents interviews, and evaluates the relevance of information collected to the problem described by the client.  Develops initial tentative conclusions as to appropriate referral sources or recommended treatment to the FAP staff, prepares case folders, and incorporates notes and appropriate forms in the folders.  On a pre-approved basis, provides basic counseling services to clients.  Provides information on available on and off-base resources and services available, such as those provided by the Family Support Center and community agencies.

STANDARDS:
A.  Routinely poses tactful questions in client interviews.

B.  Typically develops appropriate tentative conclusions and recommendations from interviews.

C.  With few exceptions, provides clients with effective basic counseling services and thorough and accurate information.  

KSA:  1, 2, 4, 5, 6

__________________________________________________________________________________________________
DUTY 2:                                                           


              
  
% 
Critical

 

Administers assessment data collection instruments such as Child Abuse Potential Inventory, Family Environment Scale, Index of Marital Satisfaction, and others as required to individuals referred to the FAP.  Processes and scores assessment questionnaires initially and on a follow-up basis as specified by the research program.  Enters client data and related information into the child and spouse abuse database.                        

STANDARDS:

A.  Almost always, properly administers and scores assessment data collection instruments.

B.  Normally enters accurate data into the database(s). 

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








%
Critical


Participates with the FAP staff in the development and implementation of outreach and prevention, resource and referral, and treatment programs for individuals, families, and groups needing assistance with family problems and issues.  Participates in the development of action plans for the Family Advocacy Outreach Prevention Team.  Markets a wide range of secondary prevention programs to first sergeants, commanders, and other base officials.  Plans support activities for groups, such as spouses of deployed military members.  Assists in establishing resource and referral services and strategies for using these services.  Briefs installation and civilian community agencies, which may provide services to military families, to build rapport and enlist support for the resource and referral program. Accompanies the Family Advocacy Treatment Manager and Nurse Specialist on home visit programs to provide skills development training as necessary.  Maintains confidential files on families in the outreach and prevention program.  Maintains records of formal agreements between the FAP and agencies in the resource and referral program.  Monitors the submission of follow-up information in regard to family advocacy cases involving incidents of death due to maltreatment, and episodes of child sexual maltreatment in DoD-sanctioned activities and/or “out-of-home” case settings.

 STANDARDS:

A.  With few exceptions, actively participates in the design and development of programs and action plans and persuasively markets prevention programs.

B.  Almost always, effectively maintains resource and referral files.

C.  Routinely performs assigned responsibilities during home visits in an effective manner.

KSA:  1, 3, 4, 6

______________________________________________________________________________________________

DUTY 4:






            

%
Critical

 Provides prevention training programs and activities for adults, newly married persons, teens, and children, 

designed to reduce the risk of maltreatment among at-risk individuals and families, and skills development activities, e.g., parenting skills, stress management, and change management.  Gathers training resources and information, develops training plans, markets training, arranges for speakers and training facilities, and conducts training sessions.

STANDARDS:

A.  Typically gathers appropriate training resources and information in preparing for training sessions.

B.  Generally presents effective training sessions to accomplish the purposes for which they were designed.

KSA:  1, 2, 3, 5, 6

__________________________________________________________________________________________________
DUTY 5:






            

%
Critical

Provides support for the annual community outreach needs assessment.  Identifies opportunities to use volunteers in the annual needs assessment and other FAP programs.  Recruits volunteers, plans, and conducts training sessions for them.  Administers the annual needs assessment data collection, and processes and scores assessment questionnaires.  Inputs test data in the child and spouse abuse information automated data processing system.  Establishes files to include forms and reports according to guidance provided by the Air Force Medical Operations Agency (AFMOA) and the local Military Treatment Facility. 

STANDARDS:

A.  With few exceptions, effectively recruits and trains volunteers.

B.  Normally processes and scores assessment questionnaires accurately.

C.  Almost always adheres to AFMOA and local Military Treatment Facility’s client file maintenance guidance.

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

_______________________________________________________________________________________________

Duty 6:







            

%
Critical

Prepares agenda for the case management team meetings, compiles statistical data, and prepares a variety of recurring reports.  Develops the team meeting agendas.  Tracks prevention and maltreatment program data, prepares reports, and participates in writing narrative interpretations of analyses.  Coordinates with personnel at major command and/or AFMOA to meet various reporting requirements.  Establishes and maintains FAP files and case folders.

STANDARDS:

A.  Regularly develops accurate agenda for meetings.

B.  With few exceptions, actively participates in writing narrative interpretations of analyses.

C.  Generally establishes and maintains FAP files and case folders in an effective manner.

KSA:  1, 2, 5, 6
__________________________________________________________________________________________________

DUTY 7:                                                        


             

%
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/develop accurate and useful documents.

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

KSA:  2, 5, 6 ________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):

1.  Practical knowledge of Family Advocacy program requirements and procedures and basic methods and techniques of counseling.

2.  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.

3.  Practical knowledge in developing an education curriculum with learning objectives and outcomes.

4.  Skill in tactfully interviewing clients coming to the FAP office.

5.  Skill in typing; a qualified typist is required.

6.  Ability to work well with others in a team setting; and to communicate effectively, both orally and in writing.

_________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required By The Position




Level 1-4
550 Points
-- Intensive knowledge of the Family Advocacy Program’s (FAP) rules, operating policies, practices, procedures, and regulations to provide information about the program’s services, requirements, and procedures, provide basic counseling, and participate in the development of action plans for the Family Advocacy Outreach Prevention Team.

-- Knowledge of all resource and referral sources to assist employees to informally resolve conventional family problems.

-- Knowledge of types of unconventional family problems to refer clients to other Family Advocacy staff.
-- Knowledge of the needs of Air Force family members to plan secondary training and support programs and market these programs.


-- 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 merge these with mailing lists.

-- A fully qualified typist is required.

-- Knowledge of spelling, arrangement, grammar, and required formats for the purpose of identifying and correcting grammatical errors in material to be typed. 

-- Skill in interpersonal relations and in interviewing to gather pertinent factual information for planning indicated services to clients, and to provide information about FAP regulations, policies, and procedures to other military members, supervisors, and managers.

-- Skill in factfinding and analysis to identify relevant information gathered from interviews; relate the information to a problem; summarize and document the information; determine if more information is needed; and determine if the problem falls within the purview of the FAP.

-- Skill in locating and obtaining necessary documentary information to supplement that gained in client interviews.

-- Skill in performing and completing a variety of concurrent assignments.

-- Skill in developing an education curriculum with learning objectives and outcomes.

-- Skill in using tact and diplomacy, in verbal and written communications.

-- Ability to convey information, instruction, training, and guidance orally and in writing. 

Factor 2, Supervisory Controls






Level 2-3
275 Points

The supervisor assigns work by defining objectives, setting deadlines, and assists the employee with unusual problems, which do not have clear precedents.  Independently conducts screening interviews, basic counseling sessions, and plans and performs the steps for meeting deadlines and maintaining an orderly workflow.  Responsible for performing tasks and working in accordance with accepted practices.  The incumbent must use initiative to resolve problems and deviations in work assignments in accordance with instructions, policies, previous training, or accepted practices.  Completed work is reviewed by the supervisor for evaluation of technical soundness, adequacy of advice, and assistance given to clients, and conformance with established policies.

Factor 3, Guidelines







Level 3-3
275 Points

Guidelines include Department of Defense (DoD) and Air Force program directives; technical directives concerning requirements for state family law on reporting suspected child abuse, program confidentiality, case synopsis and assessment plan; documentary requirements; data project directives; database user guides; equipment manufacturer’s instruction manuals; software manuals; and oral and written office procedures. The FAO and personnel at AFMOA provide guidance in administering and monitoring the standardized assessment inventories. These guidelines are typically general in nature and lack specificity in regard to the approach to be followed in accomplishing some assignments.  Judgment is required to decide which guide applies to a particular situation or to apply general FAP guidelines to specific situations.  The FAP assistant uses discretion in deciding on the appropriate courses of action during interviews with clients.

Factor 4, Complexity







Level 4-3
150 Points

Interviews with clients and fact-gathering assignments involve different and unrelated processes and methods.  They require the consideration of interrelated facts concerning family problems, facts obtainable from a large variety of sources, and one or more issues or questions.  Client’s problems are of a type routinely handled by the office, but are involved (e.g., composed of many smaller problems and several cause and effect relationships).  Decisions regarding what needs to be done require determinations of the relevance and importance of a large number of facts or questions and referral source selections based on facts, conditions, and program requirements; and depend on the type of problem being dealt with.  The correct course of action must be chosen from many alternatives.  For example, the FAP assistant determines appropriate sources of information, decides when the facts collected are sufficient to decide upon a referral source or a treatment recommendation to the FAP staff, makes onsite decisions concerning the relevance of data, and determines the sequence in which assigned tasks are performed.  Applies a variety of accepted factfinding techniques, analytical methods, and FAP principles and selects the correct criteria for evaluating facts related to each client.

Factor 5, Scope and Effect






Level 5-2
75 Points

The work involves performing technical assignments to answer or solve a variety of routine problems in conformance with established criteria.  The work affects the accuracy, timeliness, and efficiency of FAP referral and treatment programs, and may result in immediate resolution of less complex problems.

Factor 6, Personal Contacts






Level 6-3
60 Points

The personal contacts are with FAP patients and clients, and MAJCOM FAP Managers, AFMOA Staff, and with personnel of other divisions and services and community social services and legal personnel.  Contacts are unstructured and clients may be very unsure about the role and authority of the FAP assistant, uncertain about the ground rules, and emotionally involved in the issues.  The facts, issues, roles, and authorities of participants may not be understood clearly and must be clarified during the course of interviews and meetings.               
Factor 7, Purpose of Contacts






Level 7-2
50 Points

The purpose of contacts with patients and clients is to obtain factual information concerning family problems, explain FAP procedures and requirements, conduct basic counseling sessions, and administer standardized assessment inventories.  While most persons interviewed share the FAP assistant’s goal of clarifying facts and issues, the employee must often alleviate their fears and concerns.  Contacts with persons other than clients and patients are to exchange information on administrative or complex procedural matters, coordinate administrative project efforts, and brief on project results and recommendations.  Contacts with FAP personnel at other installations are to request and provide factual and situational information relating to the program.   

Factor 8, Physical Demands






Level 8-1
 5 Points
The work is mostly sedentary with some walking, stooping, short periods of standing, and carrying of light items such as portable computers.  No special physical demands are required to perform the work. 
Factor 9, Work Environment






Level 9-1
 5 Points

The work is performed in an office environment, which is adequately lighted.  TDY for training is mandatory and requires some travel.  Incumbent must be completely trustworthy in dealing with highly confidential and sensitive information.

Other significant facts pertaining to this position are:  If position is identified as having “regular contact with children,” in accordance with public law, a criminal background check must be completed.

__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:

CLASSIFICATION STANDARD(S) USED:  OPM Position Classification Standard for Social Services Aid and Assistant Series, GS-0186, HRCD-5, dated June 1998; and OPM Position Classification Standard for Equal Opportunity Assistance Series, GS-0361, HRCD-5, dated June 1998; OPM Position Classification Standard for Office Automation Clerical and Assistance Series, GS-0326, HRCD-5, dated June 1998; OPM Position Classification Standard for Office Automation Grade Evaluation Guide, HRCD-5, dated June 1998.

FACTOR LEVELS AND POINTS:  1-4/550, 2-3/275, 3-3/275, 4-3/150, 5-2/75, 6-3&7-B/60, 8-1/5, 9-1/5

GS-07 Point Range:  1355-1600

Total Points:  1395

Grade:  GS-07

Evaluation Statement:  This position was classified by reference to the position classification standard for the Equal Opportunity Assistance Series, GS-0361, which is a one-grade interval series in the FES format. 

CLASSIFICATION REMARKS:

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

Factor Levels for factors 6 & 7 differ from the Social Service Assistant duties because personal contacts for office automation duties are limited to employees within the immediate work unit or related support units, such as points-of-contact and document originators.  The purpose of contacts is to exchange information about the assignment or methods to be used to complete the assignment.  Differences in other factors are addressed in the Office Automation duty.

Final Classification:  Social Services Assistant (Office Automation), GS-0186-07.

NOTE(S) TO USERS:  
SCPD was updated 03/07/03.  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.

Number of KSAs was revised from  7 to 6 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.
__________________________________________________________________________________________________
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