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AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G584

 

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
295A

TARGET GRADE:          12
FLSA:
Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:
8888

EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:

 

__________________________________________________________________________________________________
CLASSIFICATION:  Human Resources Specialist (Classification), GS-0201-12

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:                          PAY
     Civilian Personnel


1ST SKILL CODE:
75%
AGX3GE
Position Classification Spec/General



2ND SKILL CODE:
25%   
AGX1AS
Position Classification Spec/Position Management

3RD SKILL CODE:


__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 1/6/03
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 senior Human Resources (HR) Specialist in Classification with responsibility for planning, developing, and carrying out the full range of position classification and position management advisory services for assigned organizations. 

The organizational location of this position is:   

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


____________________________________________________________________________________________

DUTY 1:







%
Critical

Provides position classification services to assigned organizations.  The organizations are complex and dynamic, and have a wide range of professional, scientific, administrative, and highly technical positions in occupations where work processes are mental, judgmental, public contact, or coordinative in nature.  Included are high-grade positions; positions in emerging or rapidly changing technical fields; and higher-headquarters positions.  The specialist provides technical input as appropriate in resolving potential conflicts with classification principles and practices; and is expected to make fine distinctions in crediting factor levels of positions where subtle differences often present difficult classification decisions.  A considerable number of positions within the assignment fall into occupations for which there are no specific classification standards, requiring the specialist to determine from a number of alternatives the most applicable standard for cross-referencing, and apply experienced judgment to render decisions which may become precedents for others to follow.  The specialist determines adequacy of Core Personnel Documents; conducts employee or supervisory audits to determine accuracy of the Documents; resolves areas of inaccuracy with supervisors; determines title, pay plan, series, grade level, skill codes, and Fair Labor Standards Act coverage; and prepares evaluation statements.   Maintains rapport with managers and supervisors through effectively communicating findings of classification reviews and classification rationale. 

STANDARDS:

A.   With rare exception, renders accurate classification determinations.

B.   Almost always conducts audits in an effective and professional manner.

C.  With rare exception, maintains effective rapport with managers and supervisors and responds clearly to their questions about classification decisions.

KSA:  1, 2, 3, 4
____________________________________________________________________________________________

DUTY 2:









%
Critical


Provides position management advisory services in dealing with difficult, complex, and often controversial position management issues.   Offers authoritative advice and assistance to supervisors and managers to help them achieve the most efficient, effective, and economical usage of human resources in their organizations.  The organizations are usually directly mission-related and affected by changes in technology, changes in mission, addition or loss of important programs, and similar matters.  The specialist interprets position management principles, practices, and criteria for application to organizational needs.  Develops alternative job restructuring and organizational design recommendations to assist managers in planning for such developments as program modifications, reorganizations, realignments, reductions-in-force, or out-sourcing while avoiding supervisory layering, duplication of effort, and dilution of duties.  Advises management regarding the impact reclassification or restructuring of positions may have on other positions within the organization, manpower requirements, overall organizational structure, and/or financial resources.   Coordinates actions with other HR activities, 
senior management officials, and Budget and Manpower officials.  Proposes the development of career ladders for professional, sub-professional, and administrative positions.  Provides authoritative technical assistance to other HR specialists on organizational structure and complex position management issues.   Continually gathers, interprets, and analyzes large amounts of information related to organizational functions, workload, and productivity.  Within the context of agency controls such as budgeted funds, productivity targets, and similar objectives, the specialist is often required to refine or develop more specific guidelines such as criteria to assess program effectiveness and measure progress, and methods for the measurement and improvement of organizational effectiveness and productivity.  Reviews Core Personnel Documents, organizational charts, and Unit Manpower Documents.  Advises supervisors and managers of conflicts between duties assigned to positions and Air Force Specialty Code duty descriptions.   Prepares written recommendations outlining results of organizational studies and follows up to assist management in implementing changes they determine are appropriate for their organization.  

STANDARDS: 

A.   With few exceptions, performs effective analyses of organizational structures to determine where changes may be made, and makes informed recommendations that will result in improved position management.

B.   Almost always provides management with timely and accurate written reports or briefings that clearly outline specifics of position management proposals.

C.  Almost always maintains an effective relationship with supervisors, managers, and employees and ensures effective consultations with staff activities involved in making position management recommendations.

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







%
Critical

Participates in special initiatives, studies and projects.   Participates in such projects as self-assessment reviews, review of draft classification standards, wage studies, Most Efficient Organization and out-sourcing studies, and other projects as may arise.   As a member or team leader of ad hoc committees, proactively participates in varied special studies by applying analytical skill and expertise to improve the HR program and its ability to provide services to the organizations served.   Receives tasking project, analyzes requirements, and plans and accomplishes the work.  As leader, reviews, edits, and consolidates the work of team members.  Provides written reports and/or briefings outlining findings and recommendations, provides persuasive arguments which win approval from management, and ensuring full coordination with activities both within and outside the Civilian Personnel Office.  
STANDARDS:
A.  Almost always participates effectively and cooperatively with individual team members in program improvement studies and initiatives.

B.  With few exceptions, effectively applies analytical methods and processes to plan and accomplish special project work. 

C.   Typically maintains effective relationships with team members and co-workers to ensure full consultation and coordination of findings and recommendations.
KSA:   1, 2, 3, 4,
__________________________________________________________________________________________________
DUTY 4:









%
Critical



Prepares written correspondence and other documentation.  Writes items for newsletters, responses to Congressional Inquiries concerning controversial issues, reports of special studies, scripts for briefings, letters

outlining alternate position management strategies, supplements to regulations or directives, and classification appeal supplementary documentation. 

STANDARDS:
A.   Almost always prepares effective and clearly written documentation.

B.   With rare exception, responds effectively to Congressional Inquiries and other matters ensuring deadlines are met and all questions are answered.

C.   Nearly always prepares effective briefings, which are clear, concise, and provide appropriate coverage of the subject matter, to foster understanding and acceptance of findings and recommendations.

KSA: 1, 4 ____________________________________________________________________________________________ 
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of the full range of Federal classification and position management principles, concepts, practices, and techniques and of the basic relationships of the various HR disciplines.  



2.  Ability to perform in-depth research, gather facts, and use extensive and effective analytical and evaluative methods to accurately assess information and make sound decisions involving complex position management problems.

3.  Ability to maintain effective relationships with management officials, supervisors, employees, co-workers and others, to ensure cooperative resolution of problems and provide effective coordination of activities.

4.  Ability to express ideas and concepts in reports and briefings, ensuring understanding and acceptance of findings in reports of special studies or projects.      _______________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-7
1250 Points

-- Knowledge of Federal HR classification philosophy, concepts, principles, methods, practices, programs, techniques, laws, and Executive Orders sufficient to accomplish a wide range of complex, interrelated activities and resolve difficult and unprecedented classification issues which often require the making of fine distinctions in the proper crediting of factor levels and ultimate allocation of grade levels to positions.  

-- Knowledge of position management principles, concepts, practices and techniques sufficient to advise managers at a complex and dynamic military installation in establishing efficient and cost-effective organizational structures.  

-- Knowledge of HR processes sufficient to relate classification issues to overall HR management processes.

-- Ability to communicate to management fine classification grade level distinctions sufficient to promote understanding and acceptance of decisions.

-- Ability to serve as a proactive advisor to management, analyzing complex and dynamic organizational structures, and identifying and recommending alternative organizational designs which assist management in improving its HR posture with emphasis on career development principles and practices.

-- Ability to make authoritative judgments; prepare analyses, briefings and reports; and to initiate or participate in special reviews, projects and studies providing technical advice based upon a broad knowledge of the subject matter involved.

Factor 2, Supervisory Controls





Level 2-4
450 Points

The supervisor outlines overall objectives and available resources, and expects the incumbent to work independently with only general supervision.  The employee, in consultation with the supervisor, determines the scope of work, deadlines, the degree of intensity, depth of research, and methods to apply.  The employee interprets policy and guidelines independently and on own initiative applies new methods to resolve difficult, complex, intricate, unprecedented, or controversial problems, keeping the supervisor informed of potentially controversial issues as they arise.  Completed work is reviewed for soundness of overall approach, effectiveness in meeting requirements or producing expected results, the feasibility of recommendations, and adherence to requirements.  The methods used are not normally subject to supervisory review. 

Factor 3, Guidelines






Level 3-4
450 Points

The employee uses guidelines, standards, and precedents that are not directly applicable to the work of the organizations serviced.    Available guides, standards, and criteria are often scarce, inapplicable or have gaps in specificity that require considerable interpretation and/or adaptation for application to issues and problems.  The incumbent uses judgment, initiative, and resourcefulness in extending or deviating from established methods and criteria to modify, adapt, or refine broader guidelines to resolve specific complex and intricate issues.  In addition, the employee draws upon broad experience in the classification and position management fields in developing new methods and criteria, and proposing new policies and practices.  Along these lines, the employee explores new ways to improve organizational structures and recommends to management actions which will improve processes.


Factor 4, Complexity






Level 4-4
225 Points

Provides complete classification and management advisory services for serviced organizations consisting of a wide variety of position types, including numerous complex and dynamic professional and scientific positions.  Reviews and analyzes substantive issues, determines relevant factors and conditions, and chooses a course of action from among a number of alternatives.  Assesses and advises management on the impact of proposed reorganizations, out-sourcing, and other significant organizational changes, and recommends alternate position management structures.  Provides authoritative technical input as appropriate in resolving potential conflicts with classification principles and practices.  Plans and coordinates studies to identify short and long-term position classification and position management needs.  These studies involve consideration of relationships among tasks, positions, organizations, workload, and productivity.  Exercises ingenuity and originality in providing tactful advice to managers on highly difficult and controversial issues and in interpreting classification and position management principles as they apply to individual situations.  In proposing solutions to difficult problems, considers management’s requests, applicability of established policies, directives, principles, procedures and precedents.   Applies sound judgment, innovation and initiative in handling unusual or controversial situations.

Factor 5, Scope and Effect   





Level 5-4
225 Points

Work involves resolving or advising on complex classification and position management advisory concerns and issues that typically require analyzing and/or troubleshooting a wide range of unusual conditions.  This involves analyzing and evaluating major issues such as extensive reorganizations, out-sourcing proposals, and implementing classification standards representing new work which affects a large portion of the employees in the organization.  These issues present potential controversy due to their impact on management officials and their mission.  Work ultimately impacts the objectives and effectiveness of agency HR activities, missions, and programs.  The assessment, analysis, and ultimate resolution of complex issues influences management officials to change HR policies or procedures, and promote the overall quality, effectiveness, and efficiency of program operation.

Factor 6, Personal Contacts  




             Level/Points (see Factor 7)

Contacts are with managers and MAJCOM representatives from within and outside the immediate office, installation, and related units in moderately unstructured settings where the role and authority of individuals must be determined during the course of contacts.  These include contacts at all levels of management, including those several managerial levels removed from the employee, and with MAJCOM representatives.   Contacts are also with functional specialists within and outside the Civilian Personnel Office and representatives of numerous installation 
activities.

Factor 7, Purpose of Contacts





Level 6/7-3C
180 Points

The purpose of contacts is to provide technical direction and management assistance, and to influence and persuade supervisors and managers to implement findings and recommendations.   Resistance to accept findings may be encountered due to organizational conflict, competing objectives, or resource problems.  The incumbent must use skillful approaches in persuading management to accept recommendations and findings or to take a course of action, which they may at first be reluctant to adopt.   

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 conduct site audits or 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(S) 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:  1-7/1250, 2-4/450, 3-4/450, 4-4/225, 5-4/225, 6/7-3C/180, 8-1/5, 9-1/5

GS-12 Point Range: 2755-3150

Total Points: 2790

Grade: GS-12

CLASSIFICATION REMARKS:  
NOTE(S) TO USERS:  

__________________________________________________________________________________________________
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