STANDARD CORE PERSONNEL DOCUMENT                                                                        Number:  9G579  

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:  
9G579


SUPV LEVEL CODE:
  8
COMP LEVEL CODE:  
53ZA


TARGET GRADE:  

FLSA:  
Non-Exempt


JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:                               
8888


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Human Resources Specialist (Recruitment & Placement), GS-0201-05

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:      PAY
Civilian Personnel

1ST SKILL CODE:
50%   
AGV1BG           Personnel Staffing Specialist/Recruiting


2ND SKILL CODE:
50%   
AGV1BJ            Personnel Staffing Specialist/Placement

3RD SKILL CODE:


__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 3/06/03

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 serve as a Human Resources Specialist (Recruitment and Placement) in a developmental capacity, performing assignments designed to further develop applicable analytical and evaluative skills and techniques.  This is a developmental position.  All training must be completed and regulatory requirements met prior to promotion. 

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:  __________________________________________________________________________________________________

DUTY 1:







%
Critical



Provides recruitment and placement services.  In a developmental capacity, performs on-the-job-training recruitment and placement assignments characterized by the fill of lower-graded general schedule or wage grade positions.  Assignments are highly structured and interspersed with training courses designed to develop broader skills in performing recruitment and placement actions.  Learns how to apply Office of Personnel Management (OPM) qualification standards, precedent-setting decisions, and other guidance to staffing assignments.  Under the tutelage and guidance of the supervisor or a higher-graded specialist, reviews requests for personnel actions for adequacy of information and appropriateness of action required; determines if the requested action meets all requirements; and clears local, Air Force, Priority Placement Program, and Office of Personnel Management priorities.  Inputs actions into established automated programs such as Request for Personnel Action Tracker, Priority Placement Program, and other programs as necessary.  Accompanies the supervisor or a higher-graded specialist as an observer, and may participate in meetings with supervisors and employees.  Learns to identify under-represented skills in the workforce.
STANDARDS:
A.  With few exceptions, effectively develops an understanding of  the OPM qualification standards and related guidance.  

B.  Almost always accurately inputs actions into the automated programs. 

C.  Routinely maintains effective and harmonious relations with co-workers, supervisors, employees, and staff activities.   

KSA:  2, 3, 4, 5 

__________________________________________________________________________________________________
DUTY 2:







%
Critical



Provides recruitment and placement, and affirmative employment advisory services.   Under the guidance and oversight of the supervisor or a higher-graded specialist, learns how to analyze recruitment problems of limited scope, and then formulate and present advice to supervisors and managers for a solving the problems.  For example, advice may be provided on the possibility of filling hard-to-fill positions at developmental rather than target grade levels, or identifying sources of available minority candidates to fill under-represented categories of positions.  With the assistance of a higher-graded specialist, advises supervisors on the fundamental legal and regulatory provisions of affirmative employment programs and the objectives and plans of the installation affirmative employment program plans.  Learns to review workforce representation, recognize possible employment or promotion barriers, and recommend various means to overcome barriers or to enhance achievement of objectives.   Reviews progress toward achieving goals and coordinates with higher-graded specialist before providing feedback and making recommendations to management. 

STANDARDS:

A.  Typically maintains an effective relationship with supervisors and managers.

B.   With rare exception, properly advises supervisors and managers of affirmative employment plan objectives and plans.

KSA:  1, 2, 3, 4, 5

DUTY 3:  










%
Critical

Participates in special initiatives, studies and projects, and affirmative employment activities.   Participates with higher-graded specialists in self-assessment reviews, pre-Reduction-In-Force exercises, the student and summer employment recruitment programs, application of draft qualification standards, and out-sourcing studies.  Assists in the conduct of Federal Equal Opportunity Recruitment Program (FEORP) and Special Emphasis Program Manager (SEPM) program activities, and in making adverse impact determinations.   These assignments are highly structured, and designed as part of the formal training program.  May assist in the development and update of affirmative employment plans, preparation of annual reports and conducting EEO Advisory Committee meetings.  Works with other HR specialists in identifying potential program initiatives or special projects that could improve the use of civilian human resources, solve problems, or enhance program effectiveness.   Assists in preparing reports and briefings outlining findings and recommendations.

STANDARDS:
A.  Almost always participates effectively with other team members in varied special assignment studies and reviews.

B.  With rare exception, cooperatively assists in the conduct of FEORP and SEPM program activities

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

____________________________________________________________________________________________ 

DUTY 4:







%
Critical

Prepares written correspondence and other documentation.  Drafts or prepares a variety of documents to include items for newsletters, responses to routine inquiries, reports, letters, and other related documents.

STANDARDS:
A.  With few exceptions, prepares effective and accurate written documentation and reports within prescribed timeframes.

B.  Typically completes assignments in a timely manner.

KSA:  1, 5

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Skill in communicating factual and procedural information clearly, orally and in writing.   

2.  Ability to analyze problems to identify significant factors, gather pertinent data, and recognize solutions. 

3.  Ability to learn basic techniques of recruitment and placement activities. 

4.  Ability to consult effectively with co-workers. 

5.  Ability to plan and organize work.

6.  Ability to work as a member of a team.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-5
750 Points

-- Knowledge of the basic principles, practices, and procedures used in recruitment and placement activities sufficient to perform entry-level assignments. 

-- Ability to effectively communicate factual and procedural information clearly, orally and in writing.

-- Ability to gather and analyze basic facts and draw conclusions.

-- Ability to learn the operation of automated data systems. 

Factor 2, Supervisory Controls





Level 2-1
25 Points

Works under the direct supervision of the Chief, Affirmative Employment Section who may assign a higher-graded specialist to perform day-to-day direction and review of the employee’s work.  The work is assigned by advising the employee on what to do, the methods to use, what to look for, and what to bring to the supervisor’s or specialist’s attention.  More detailed and specific instructions are given when assignments include new methods or procedures.  The employee performs work as instructed and consults with the supervisor or higher-graded specialist for clarification of instructions.   The work is typically reviewed in progress and upon completion for adherence to instructions and to ensure results are complete and accurate.

Factor 3, Guidelines






Level 3-1
25 Points

The guidelines are detailed and specific, cover all aspects of the work, require little judgment, and are strictly followed.  Deviations from guidelines are accomplished in consultation with the supervisor or higher-graded specialist. 

Factor 4, Complexity






Level 4-2
 75 Points

Assignments consist of easily distinguishable tasks that have a series of related steps or processes.  The employee must choose from various alternatives by recognizing the differences among a few easily distinguishable situations.  The employee exercises judgment regarding the most appropriate approach that is in accordance with established procedures and practices.

Factor 5, Scope and Effect





Level 5-1
25 Points

The work involves developmental assignments designed to instruct the employee in identifying fundamental factual issues or problems, and to familiarize the employee with recruitment, placement and affirmative employment programs and procedures.  The employee also learns of the principles, concepts, processes, and resource materials applied in the filling of positions.  The work performed facilitates the work of higher-graded co-workers within the immediate organization who are tasked with more substantive aspects of a project.

Factor 6, Personal Contacts





Level/Points (see Factor 7)

Contacts are both within and outside the Civilian Personnel Office.  Contacts with individuals in serviced organizations are informal and in moderately structured settings.    

Factor 7, Purpose of Contacts





Level 6/7-2A
 45 Points

The purpose of contacts is to receive instructions; and to acquire, clarify, or exchange factual information needed to complete assignments.

Factor 8, Physical Demands





Level 8-1
5 Points

The work is primarily performed sitting at a desk although it may involve some walking to attend meetings at other offices or worksites.  No special physical exertion is required.  

Factor 9, Work Environment





Level 9-1

5 Points

The work is performed in an office setting with adequate lighting, heat and ventilation.  The work involves everyday risks or discomforts that require normal safety precautions.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:

1.  May be required to travel by military and/or civilian aircraft in the performance of official duties.

_________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD USED:  OPM Job Family Position Classification Standard for Administrative Work in the Human Resources Management Group, GS-0200, covering Human Resources Management Series GS-0201, December 2000. 

FACTOR LEVELS AND POINTS:  1-5/750, 2-1/25, 3-1/25, 4-2/75, 5-1/25, 6/7-2A/45, 8-1/5, 9-1/5

GS-05 Point Range:  855-1100  

Total Points:  955

Grade:  GS-05

CLASSIFICATION REMARKS:  
NOTE(S) TO USERS:  

1.  This SCPD should be used only at installations where the Affirmative Employment Section performs the full range of internal and external recruitment and placement services.

2.  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.
__________________________________________________________________________________________________
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