STANDARD CORE PERSONNEL DOCUMENT                                                                              Number:  9G528

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G528

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
81DA

TARGET GRADE:
09
FLSA:
Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Investigations and Inquiries Specialist, GS-1801-09

DUTY TITLE:  
Investigations and Inquiries Specialist

__________________________________________________________________________________________________
ORG & FUNC CODE: 
CFY 
Inspector General 

1ST SKILL CODE:
60%
INV
Investigations

2ND SKILL CODE:
40%
AKTQAC
Specialist/Analyst- Inquiries and Complaints

3RD SKILL CODE:


__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 12/19/01

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 variety of functions such as investigations, inquiries, and administrative actions relative to or resulting from personal complaints, disclosures under the Fraud, Waste, and Abuse (FWA) Prevention, Detection and Remedies Program, Congressional and other high level inquiries, and complaints for which the Inspector General is responsible for processing.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:
The organizational goals or objectives of this position are:
__________________________________________________________________________________________________

DUTY 1:









%
Critical

Conducts investigations of complaints covering a range of subjects and allegations of a conventional nature in such areas as operations, logistics, personnel, finance, civil engineering, training, and health care.  Complaints range from simple inquiries to complaints requiring investigation.  Interviews personnel and collects data while conducting formal investigations and inquiries on sensitive issues and Fraud, Waste and Abuse (FWA) disclosures.  Determines the proper course of action and plans, coordinates, initiates, and takes actions necessary to resolve the complaint or inquiry.  Prepares reports of investigation in accordance with appropriate guidelines.  Assembles reports of investigation for higher headquarters review.  Processes complaints and inquiries from origination through case closure and maintains case files as appropriate.  Prepares summaries of testimony when appropriate, including the preparation of all letters, messages, memoranda, and briefings, with accompanying visual aids.

STANDARDS:
A.  Typically plans and conducts investigations, inquiries, and requests for information in a satisfactory manner. 

B.  Reports of investigation prepared by the incumbent normally accurately address the issues, the actions taken, and conclusions reached.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________
DUTY 2:









%
Critical


Reviews incoming Congressionals; IG complaints; Fraud, Waste, and Abuse disclosures, and other high level inquiries and determines the appropriate procedure for investigation, dismissal, referral, etc.  Processes Freedom of Information Act (FOIA) and Official Use Requests (OURs) from complainants, Congressional offices, third parties, commanders, judge advocates, and the Department of Justice.  Ensures the integrity and confidentiality of the Inspector General Program, including Fraud, Waste, and Abuse disclosures, are maintained to help prevent unwarranted invasions of privacy.  Ensures only those portions of the Inspector General records that can be released are released, taking into consideration the Freedom of Information Act and Privacy Act programs.  Identifies those cases, which should be called to the attention of the IG.  Manages the Freedom of Information Act/Privacy Act release of IG records.  Reviews and makes appropriate determinations concerning release of IG records in accordance with the Freedom of Information Act (FOIA), and Privacy Act (PA).  Develops an efficient, timely, and procedurally correct program to ensure the integrity of Inspector General records.  Makes determinations of release/denial of IG records requested under the Acts.  Establishes and maintains close coordination with the Staff Judge Advocate.  Reviews public laws, United States Code, and Air Force directives to determine FOIA/PA exemptions and denials.

STANDARDS:
A.  Typically accurately screens most inquiries and complaints to verify matters that warrant processing within the IG system.

B.  Normally recommends investigative officers who are fully qualified to investigate complaints.

C.  Almost always makes appropriate determinations concerning release of IG records IAW the Freedom of Information (FOI), and Privacy Act (PA).

KSA:  1, 2, 4, 5

__________________________________________________________________________________________________
DUTY 3:









%
Critical

Provides advisory services to individuals, other staff offices, managers, supervisors and employees concerning the IG program and processes.  Explains complaint procedures, FOIA and PA inquiry procedures, FWA; etc, and responds to a variety of inquiries concerning redress available to military and civilian members.  Coordinates with the Civilian Personnel Office to ensure that complaints and inquiries from civilian employees are processed properly under the appropriate appeal or grievance procedure. 

STANDARDS:
A.  Advice and assistance is typically correct and timely.

B.  Coordination activities are normally performed in a professional manner.

KSA:  1, 2, 4, 5

__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of investigative techniques, principles, and procedures to conduct investigations of allegations of fraud, waste, and abuse or other complaints of wrong doing or inappropriate behavior on the part of Federal activities or individuals.

2.  Knowledge of the Freedom of Information Act and Privacy Acts.

3.  Skill in planning and conducting interviews, inspections, and investigations.

4.  Ability to research, interpret, analyze, and apply regulations, policies, and directives pertaining to the Air Force complaints and investigation programs.

5.  Ability to communicate orally and in writing.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-6
950 Points

-- Knowledge of Inspector General inquiries and complaints procedures, investigative techniques, interview methods and procedures to include framing of allegations and Inspector General report of investigation (ROI) development.

-- Knowledge of the missions and functions of Air Force installation level organizations.

-- Skill in applying conventional methods to gather, analyze, and evaluate information, draw conclusions, and recommend appropriate action.

-- Ability to comprehend procedures outlined in IG regulations and directives and apply them to the handling of conventional inquiries, complaints, Congressionals, etc.

Factor 2, Supervisory Controls





Level 2-3
275 Points

The supervisor assigns work in terms of objectives and basic priorities and is available for assistance in resolving unusual issues or problems that do not have clear precedents.  The employee independently plans and carries out assignments, selecting the approaches and methods to be used in completing assignments according to accepted practices and within the established policy framework and guidelines of the organization.  Completed work is reviewed to ensure objectives are met and for compliance with agency policies and regulations.

Factor 3, Guidelines






Level 3-3
275 Points

Guidelines are available in various USAF and MAJCOM regulations, directives, operations plans, instructions, and checklists.  Guidelines are not always directly applicable to specific work assignments.  However, work on similar situations are available for reference.  The employee must interpret or adapt available guidelines, and exercise judgment in interpreting information to arrive at a finding or decide on a particular course of action.

Factor 4, Complexity






Level 4-3
150 Points

The work involves analysis of circumstances peculiar to individual cases and dealing with a variety of conventional issues.  The employee receives and analyzes issues, and selects and applies accepted methods and techniques.  The duties are complicated by the sensitivity of the information exchanged and the need to make evaluative judgments and recommendations based on knowledge of precedents and procedures applicable to topics, policies, authorities, and issues IG matters address. Contacts involving complainants in a heightened emotional state and with adversarial attitudes may be referred to a more senior official.

Factor 5, Scope and Effect





Level 5-3
150 Points

The purpose of the work is to plan and carry out assigned conventional projects, studies, and investigations. Reports and recommendations influence decisions by managers in resolving complaints.  The work involves application of specific rules, regulations, or procedures to an individual inquiry, complaint, or problem.  The work affects the accuracy, reliability, or acceptability of the IG program.

Factor 6/7, Personal Contacts and Purpose of Contacts


Level 6/7-2b
75 Points

The incumbent maintains personal contacts with other staff offices within the installation, with employees, managers and supervisors, and other operating officials.  Outside contacts include FOIA requestors, liaison personnel, and senior staff officials including occasional contacts with high-ranking personnel.  The purpose of the contacts is to plan, coordinate, or advise on providing information and/or collecting data, documentation and information to substantiate and validate findings, facts, or violations of government policy, procedures, and regulations.

Factor 8, Physical Demands





Level 8-1
  5 Points

The work is primarily sedentary with periodic requirements to travel about the installation to interview individuals and coordinate work.

Factor 9, Work Environment





Level 9-1
 5 Points

The work is performed in a typical office setting with adequate heat, lighting, and ventilation.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  US OPM Position Classification Standard for General Inspection, Investigation and Compliance Series, GS-1801; OPM Administrative Analysis Grade Evaluation Guide;  US OPM Position Classification Standard for Equal Employment Opportunity Series, GS-0260 (HRCD-7, 

July 1999)

FACTOR LEVELS AND POINTS:  1-6/950; 2-3/275; 3-3/275; 4-3/150; 5-3/150; 6/7-2b/75; 8-1/5; 9-1/5

GS-09 Point Range:  1855-2100

Total Points:  1885

Grade:  GS-09

CLASSIFICATION REMARKS:  

Series and Title Determination

This position involves the processing of  IG complaints, Freedom of Information and Privacy Act requests, Fraud, Waste, and Abuse complaints, Congressional inquiries, etc.  The incumbent receives and follows up on various requests for assistance, allegations of potential wrongdoing, or complaints in administrative areas.  This follow up requires inquiry and/or investigation to gather facts and provide requested assistance and/or determine whether alleged violations have actually occurred and preparing the case file.  The position meets the definition of the GS-1801 Series that includes positions that administer, coordinate, supervise or perform inspectional, investigative, analytical, or advisory work to ensure understanding of and compliance with Federal laws, regulations, or other mandatory guidelines when such work is not more appropriately classifiable in another series either in the Investigation Group, GS-1800 or in another occupational series and is therefore assigned to the GS-1801 series. There are no prescribed titles for this series, therefore the title Investigations and Inquiries Specialist, GS-1801 is assigned.

Grade Determination:

The GS-1801 standard does not contain grading criteria.  The position is evaluated by both the Equal Employment Opportunity Series Standard, GS-0260 and the Administrative Analysis Grade Evaluation Guide.  Both standards are written in the factor format and contain relevant work processes and the application of analytical processes and techniques analogous to this position. 

NOTE(S) TO USERS:  Minor changes, including skill code shreds, may be made to fit local requirements as long as the changes do not affect the staffing or classification patterns of the SCPD.

__________________________________________________________________________________________________
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