STANDARD CORE PERSONNEL DOCUMENT

Number:  9G596

____________________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G596

SUPV LEVEL CODE:  8

COMP LEVEL CODE:
268A

TARGET GRADE:     05

FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:  

DRUG TEST:

KEY POSITION:

POSITION HIST:
Replaces 9G075

__________________________________________________________________________________________________

CLASSIFICATION:  Human Resources Assistant (Military), GS-203-05

DUTY TITLE:  Test Control Officer

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
70%
AGNPPM
Military Personnel Clerk/Testing

2ND SKILL CODE:
30%
AGNCPX
Military Personnel Clerk/Data Systems Support

3RD SKILL CODE:

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 2/28/02 

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 function as the base Test Control Officer (TCO) in the administration of the military personnel testing program.
The organizational location of this position is: 

__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  To operate an effective and efficient Military Personnel Testing Program at the installation.

__________________________________________________________________________________________________

DUTY 1:








%
Critical

Administers the installation’s military personnel testing program for a variety of military tests.  Schedules testing requirements ensuring compliance with testing deadlines established by the agency.  Notifies all eligible personnel of testing dates and requirements.  Verifies identification prior to testing.  Implements and enforces standardized testing procedures.  Delivers testing instruction verbatim from appropriate manuals.  Monitors testing room operation.  Provides a test environment conducive to the best test performance.  Exercises room control over all examinees during the testing session to ensure there are no compromises.  Reports all irregularities of conduct.  Reviews answer sheets for proper marking.  Assembles and packages answer sheets to be mailed to the appropriate office.  Scores tests locally as prescribed in the test administration manual using scoring templates and proper scoring manual.  Advises on eligibility requirements for testing and impact of testing on promotions.  Explains reasons for noneligibility using agency regulations and individual’s records.  Provides guidance and counseling to assist individuals with means of regaining eligibility status.  Counsels individuals who challenge test questions.  Prepares and forwards appropriate correspondence regarding test query to a higher level for decision.
STANDARDS:

A.  With few exceptions, accurately schedules personnel for required tests within established deadlines in accordance with regulations.

B.  In most cases, courteously and accurately provides routine information concerning eligibility requirements, reasons for noneligibility, and provides correspondence regarding test inquiries.

C.  In most cases, accurately reviews, assembles, packages, and mails answer sheets in accordance with established directives.

KSA:  1, 2, 4

__________________________________________________________________________________________________

DUTY 2:








%
Critical

Receives and reviews testing requirements in support of the Weighted Airman Promotion System (WAPS).  Monitors daily products such as transaction registers and strength changes to track and determine individual’s testing requirements and verify testing eligibility.  Identifies testing/promotion data errors involving grade, Air Force Specialty Code (AFSC), training status codes, promotion eligibility codes, and Airman Performance Reports, and coordinates with office of primary responsibility (OPR) to determine correct data.  Coordinates all test schedules with applicable liaisons and assigns all test dates within mandatory test cycles.  Reviews non-weighable WAPS records, and researches and schedules appropriate corrective actions.  Follows up on deficiencies.

STANDARDS:
A.  Typically monitors daily products in a prompt manner to accurately determine individual’s requirements and eligibility and identify and correct errors.

B.  Routinely coordinates and assigns all test dates within mandatory test cycles.

KSA:  1, 2, 4

__________________________________________________________________________________________________

DUTY 3









%
Critical

Oversees the Foreign Language Proficiency Pay (FLPP) Program.  Ensures all requirements for FLPP eligibility are met.  Tests all officers and airmen with commander approval who claim proficiency or native language ability in one or more foreign languages.  Prepares source documents to update records.  Notifies unit commanders and members of test results.  Reviews FLPP Recertification Listing to ensure all members retest as required.  Updates computer system to start, change, or stop FLPP.  Analyzes computer system data problems and takes corrective action to ensure FLPP transactions flow to accounting and finance.

STANDARDS:
A.  With few exceptions, accurately ensures eligibility to test/retest for FLPP.

B.  Typically notifies individuals of test results in a prompt manner.

C.  Normally ensures FLPP transactions flow to accounting and finance correctly.
KSA:  1, 2, 3, 5 __________________________________________________________________________________________________

DUTY 4









%
Critical

Maintains and controls test material.  Monitors and reviews stock levels to ensure appropriate test materials are available.  Mails controlled test booklets to all geographically separated units (GSUs) for the Special Test Control Officers (STCOs).  Monitors and suspenses for return.  Conducts training sessions with all STCOs and a representative from each office of responsibility.  Requisitions, monitors delivery dates, receives, inventories, destroys, and transfers material according to governing directives.  Inventories existing test materials, purging and destroying obsolete materials.  Reports the loss of test material.  Ensures controlled and classified test material is not compromised.  Maintains testing data in the military personnel system.  Inputs data pertaining to Air Force testing, promotions, and Foreign Language Proficiency Pay (FLPP).  Reviews computer output products to ensure accuracy; takes corrective actions; distributes and suspenses products as appropriate; and takes follow-up action if suspenses are not met.  Compiles test no-show rates to determine trends and reasons.

STANDARDS:
A.  Typically mails and tracks suspenses on test booklets for GSUs in a timely manner. 

B.  In most cases, accurately inputs data into military personnel system in a timely manner and promptly reviews and corrects output products.

C.  Typically ensures appropriate testing materials are available and properly maintained. 

KSA:  1, 2, 4, 5

__________________________________________________________________________________________________

Duty 5:

Performs office administrative duties.  Using word processing equipment, prepares and processes forms, form letters, and substantiating documents pertaining to testing, no shows, out-of-cycle requests, supplemental promotion considerations, correction of military records, or other promotion and testing concerns.  Follows applicable guidelines and ensures proper format, spelling, punctuation, and grammar are used.  Transmits, receives, and acknowledges electronic mail and messages.  Maintains files pertinent to the promotion and testing program.  May use electronic publications library to access directives.  May use electronic forms program to access and complete required forms.

STANDARDS:
A.  Typically uses word processing software effectively to prepare/develop accurate and useful documents.

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

C.  Normally maintains accurate files.

KSA:  1, 2, 3, 4
________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of military policies and procedures relating to the military testing program and an understanding of the coding system and verification data applicable to eligibility requirements.

2.  Knowledge of military personnel instructions, principles, processes, and policies and of the regulations, directives, policies and procedures regarding the receipt, storage handling, and destruction of test materials.

3.  Knowledge of various office automation software programs, tools, and techniques to support office operations and produce a variety of documents such as letters, reports, spreadsheets, databases, and graphs.  A qualified typist is not required.

4.  Ability to communicate effectively, both orally and in writing.

5.  Ability to analyze automated products to determine adequacy and/or deficiencies of testing program.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required





FL 1-3

350 Points

--  Knowledge of, and skill in applying, a standardized body of military personnel rules, procedures, or program operations to perform or explain a range of procedures and requirements in support of the military personnel testing program.

--  Knowledge of regulations, directives, policies, and procedures regarding the receipt, storage, handling, and destruction of test material.

--  Knowledge of coding for the automated personnel system to enter data and to correct errors in personnel testing actions and periodic reports.

Factor 2, Supervisory Controls





FL 2-2

125 Points

The supervisor provides general instructions for continuing or individual assignments by indicating what is to be done, limitations, quality and quantity expected, deadlines, and priority of assignments.  The employee uses initiative and works independently in carrying out recurring assignments.  The employee is held responsible for the factual accuracy and procedural sufficiency of actions taken.  The employee refers problems not covered by standard operating procedures to the supervisor.  The employee establishes own priorities on recurring assignments to ensure timely initiation and completion of work assignments (e.g., establish test dates by required cycle date, notify personnel of testing date, time, location, etc.).  The employee refers difficult, new, or special assignments to the supervisor, major command TCO, or Air Force Personnel Center for assistance.  Review of work focuses on verification of accuracy and conformance to procedures. 
Factor 3, Guidelines






FL 3-2

125 Points

The employee selects the most appropriate guidance from established guides and procedures.  Guidelines include the rules, regulations, policies, and procedures pertinent to the military personnel testing program.  Precedent decisions are important since many cases are not susceptible to resolution by direct application of basic published guides.  The supervisor is consulted if the existing guidelines cannot be applied or significant deviations are proposed.

Factor 4, Complexity






FL 4-3

150 Points

The work includes various duties involving different and unrelated processes and methods in the area of military testing, e.g., identifying testing requirements, coordinating test schedules, conducting tests, accounting for testing materials, updating computer records in automated system.  The decision regarding what needs to be done depends upon the analysis of the subject or issues involved in each assignment, and the chosen course of action may have to be selected from many alternatives.  Incumbent takes into consideration such factors as the number of officers and airmen to be tested, the number of individual tests to be given by AFSC and rank; time frame and facilities available; and personnel, equipment, and materials authorized and/or available.  Incumbent is given a wide latitude for executing the testing program.  The work involves conditions and elements that must be identified and analyzed to discern the different types of testing requirements and assistance needed.

Factor 5, Scope and Effect





FL 5-2

75 Points

The employee performs work that requires application of a wide variety of rules, regulations, and procedures related to the military testing program.  The work affects the accuracy, reliability, quality, and timeliness of testing assistance rendered to military personnel.

Factor 6, Personal Contacts and Factor 7, Purpose of Contacts

FL 6/7- 2B
75 Points

The personal contacts are with employees in the same agency, but outside the immediate organization.  Contacts are with 

military and civilian personnel at various levels in different organizations, higher headquarters personnel, and other military bases.  People contacted generally are engaged in different functions, mission, and kinds of work in a moderately structured setting.  Contacts are generally established on a routine basis.

Contacts are to provide, receive, or develop information to identify or clarify problems or issues; discuss significant findings; plan or coordinate work efforts; or resolve operating problems with cooperative personnel.

Factor 8, Physical Demands





FL 8-1

 5 Points

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





FL 9-1

 5 Points

The employee works in an adequately lighted and ventilated office environment.  Observes normal safety precautions.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are: 
1.  Work occasionally requires travel away from the normal duty station in order to administer tests to personnel assigned to Geographically Separated Units (GSUs).

2.  Personal data, to which the incumbent has access, are controlled by the Privacy Act of 1974 and must be safeguarded appropriately.

3.  Promotion data are for official use only (FOUO) and are not releasable except as prescribed.

4.  May be required to obtain security clearance.

5.  Must possess attribute of unquestionable integrity.

__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:  

CLASSIFICATION STANDARD(S) USED:  OPM  Job Family Position Classification Standard for Assistance Work in the Human Resources Management Group, GS-0200, December 2000.

CLASSIFICATION REMARKS:  EVALUATION STATEMENT

Series Determination:  As Test Control Officer (TCO), subject position is responsible for administering the Air Force Military Personnel Testing Program for all eligible personnel assigned to the installation and serviced geographically separated units. The testing program covers procurement, aptitude, proficiency, and promotion testing.  However, the predominate amount of time is spent in the Weighted Airman Promotion System (WAPS) and Foreign Language Proficiency testing.  Administration of the testing program requires knowledge of military personnel directives and instructions pertaining to the testing program, as well as knowledge of the automated military personnel system.  Depending upon the specific test, results are a component of the military member’s promotion score, supplemental pay, selection for service, selection for officer commissioning program, or classification of personnel into assignment specialties.

The GS-203 occupation standard is appropriate.  The series covers one-grade interval administrative support positions that supervise, lead, or perform human resources (HR) assistance work requiring substantial knowledge of civilian and/or military HR terminology, requirements, procedures, operations, functions, and regulatory policy and procedural requirements applicable to HR transactions.  It includes work involving a variety of activities associated with the recruitment, induction, assignment, training, utilization, and separation of members of the armed forces.  The GS-200 Administrative Standard is not applicable as it pertains to positions involved in work administering, delivering, maintaining, advising on, and adapting basic concepts, principles, and theories of military HR to the

unique organizational, management, and mission requirements of military departments or organizations.  Subject position is not responsible for directing a personnel management program requiring a thorough knowledge of the basic concepts, principles, and theories in order to adapt these to meet unique organizational, staffing, management, and mission requirements.  

Grade Determination:  Grade evaluation for the GS-203 series is based on Factor Levels described in the Position Classification Standard for Assistance Work in the Human Resources Management Group, GS-0200.

Factor Levels and Points:  1-3/350; 2-2/125; 3-2/125; 4-3/150; 5-2/75; 6/7-2B/75; 8-1/5; 9-1/5

GS-05 Point Range:  855-1100

Total Points:  910

Grade:  GS-05

Final Classification:  Human Resources Assistant (Military), GS-203-05.

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 classification or staffing patterns of this SCPD.

__________________________________________________________________________________________________
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