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AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G601
 

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
K48A

TARGET GRADE:
11
FLSA:
Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:

 

__________________________________________________________________________________________________
CLASSIFICATION:   Information Technology Specialist (Systems Analysis), GS-2210-11

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:
 

1ST SKILL CODE:
50%
APMPLR
Computer Specialist/Plans & Requirements

2ND SKILL CODE:
50%
APMWGM   
Computer Specialist/Quality Assurance 
 

3RD SKILL CODE:          

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 08/20/02

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 serve as an Information Technology (IT) Systems Analyst in planning, designing, and implementing IT systems to meet the business requirements of customer organizations.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:   

__________________________________________________________________________________________________

DUTY 1:







%
Critical



Performs continuing evaluation to define opportunities for new or improved business process solutions.  Evaluates automated equipment, equipment locations, use, costs, and acquisition.  Conducts feasibility studies including research of organizations’ functional descriptions and objectives to determine IT system requirements and applies fact finding processes to identify methods to meet those needs.  Analyzes business processes and work flow procedures, gathers information from consultation with managers and individual users, studies work products, and observes work processes.  Applies statistical and evaluative methodologies of security, reliability, and utilization of systems and networks already in existence in the organization to determine if organizational needs can be met by enhancing existing assets or if replacement is more cost effective.  Conducts market research, initiates equipment demonstrations, and gathers technical and cost data applicable to the study.  Synthesizes findings into a proposal which translates functional requirements into design specifications that include hardware, software, database, and other requirements which will meet the business needs of the organization.  Develops new or modifies existing system layouts, interrelationships, and sequences.  Develops acquisition and procurement recommendations addressing scope, objectives, and a variety of issues including cost benefit analysis and life cycle management concerns.  Proposal offers alternative solutions considering resources availability, technical environment, training requirements, and potential for organizational and personnel change.  Assesses the security effectiveness of installed systems.

STANDARDS:
A.   With few exceptions, effectively analyzes organization’s IT business requirements and recommends appropriate solutions.

B.   Routinely develops workable proposals which consider cost benefit analysis and cover requirements necessary to meet the business needs of the organization.

C.   Almost always, provides effective alternatives to solutions that consider organizational limitations.

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

__________________________________________________________________________________________________
DUTY 2:







%
Critical



Performs feasibility studies and participates in special projects.  Working on system components or portions of a larger project, works independently or as a member of a team providing system design and programming services for one or more systems or subsystems.  Provides guidance and assistance to other users, programmers and/or contractor personnel.  Analyzes requests for IT services and determines efficacy of providing requested services and the potential impact on existing systems and organization work processes.  Conducts feasibility studies, economic analysis, and projected IT requirements and evaluates findings to determine resource needs and the impact on installed IT resources.  In conjunction with a project or program manager, plans, designs, develops, and implements new or modified systems.  Identifies specific data elements required to meet organizational needs, program layouts, interrelationships, sequences, and internal logic.  Implements system programs for more efficient resource use and for efficiency of operations.   Proposes alternate approaches with project leader, users, and other specialists and assists in managing the implementation phase of projects.  Develops and implements appropriate testing procedures for programs, systems, and software to ensure they satisfy and protect requirements.  Consolidates the work of other team members and prepares written reports of findings.

STANDARDS: 

A.    With few exceptions, provides effective system design and programming services.

B.    Almost always conducts feasibility studies which accurately support organizational requirements.

C.    Routinely prepares well-written and thorough reports of findings.

KSA:   1, 4, 5, 6

__________________________________________________________________________________________________
DUTY 3:







%
Critical



Serves as contracting officer representative.    Recommends procurement strategies.  Determines most appropriate method of procurement such as purchase, lease, or contract.  Determines the most efficient and cost effective method of meeting requirements such as modification of current assets, replacement of some items of equipment, upgrades, etc.  Analyzes and evaluates all aspects of existing equipment systems, available products, mission requirements, advances in technology, compatibility with current systems, cost, and life cycle of products to determine the best method to meet current and future needs.  Prepares technical specifications and supporting documentation, which are incorporated into contracts and purchase orders.  Ensures information in contracting documents is stated clearly and completely, terminology and conditions are understandable by suppliers of equipment and services, and performance criteria are clearly defined. Serves as the Contracting Officer’s technical representative on portions of major acquisitions.  Provides technical guidance and assistance during the acquisition phase of projects.   Monitors expenditures and recommends modifications and actions to ensure acquisitions meet government needs.  Identifies and refers performance concerns to the Contracting Officer for resolution.  

STANDARDS:
A.   Routinely provides effective procurement strategies that meet user requirements.

B.   Almost always prepares accurate and complete procurement specifications and documentation.

C.   With few exceptions, acts as an effective technical representative on contracting matters.

KSA:   3, 4, 5

__________________________________________________________________________________________________
DUTY 4:







%
Critical



Performs as a technical advisor to functional users of IT.   Provides technical assistance to the user community during all phases of the standard life cycle of assigned systems.  Participates in conferences, workshops, and task groups of user activities and higher headquarters.  Identifies training requirements and assists in training users on new and changing technology.  Reviews and provides commentary on proposed policies, directives, bulletins, training manuals, and other written documentation.  Continually reviews advancements in technology and market advancements to provide functional users with the latest information which affects their organization’s use of IT.  Responds to user requests to review new off-the-shelf hardware and software that have potential to enhance IT use. 

STANDARDS:
A.   Almost always provides effective technical advice to functional users.  

B.   With few exceptions, performs effectively as a participant in conferences and workshops.

C.   Routinely keeps fully abreast of changing technology.

KSA:   1, 2, 3, 6

___________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of a wide range of IT principles, systems analysis concepts and techniques, new and emerging information technologies, and security methods and principles.

2.  Knowledge of customers’ business processes and operations to anticipate and refine functional requirements.

3.  Knowledge of concepts and principles of sequencing actions, procurement techniques and requirements, and coordination requirements involved in project controls.

4.  Knowledge of design tools, methods, and techniques as well as life cycle management concepts, cost benefit analysis, system architecture, integration techniques, and testing methods.

5.  Knowledge of customary approaches, techniques, and requirements appropriate to analyze requirements, develop acquisition strategies, and implement system enhancements. 

6.  Ability to maintain an up-to-date awareness of technological advances, to apply internet technologies to analyze networks and the related security aspects, and predict how management can meet future requirements.

________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-7
 1250 Points

 -- Knowledge of a broad range of IT principles, methods, advancements, policies, systems concepts and analysis, design, development, testing and applications to include hardware and software.

 -- Knowledge of customers’ business processes and operations to anticipate and refine functional requirements.

-- Knowledge of acquisition requirements to serve as a technical representative on IT contracts.

-- Knowledge of techniques required to study existing architecture of installation systems and test possible enhancements.

-- Knowledge of management requirements sufficient to render recommendations on development of new software vs. purchase of off-the-shelf programs.

-- Ability to evaluate computer system design, prototypes, and computer applications, and to interact with specialists in the design and development phases of projects.

-- Ability to perform feasibility studies, perform cost analysis review, and develop proposals that represent a best course of action along with suitable alternatives.

-- Ability to review and coordinate contractor-related requests and to serve as a consultant on IT projects.

 -- Ability to stay well informed on rapidly changing technology, to evaluate its possible impact on organization missions, and to develop plans to satisfy requirements.

Factor 2, Supervisory Controls





Level 2-4
450 Points

The supervisor sets the overall objectives and, in consultation with the employee, determines time frames and possible shifts in staff or other resources required.  The employee, having developed expertise in the assignment, independently plans and carries out projects and analyses of the organization’s requirements; interprets policies, procedures, and regulations in conformance with established mission objectives; integrates and coordinates the work of others as necessary; applies new methods to resolve complex, intricate, controversial and unprecedented issues; and resolves most conflicts that arise.  The employee informs the supervisor about progress, potentially controversial matters, or far-reaching implications.  Completed work is reviewed for soundness of overall approach, feasibility of recommendations, compatibility with other work, or effectiveness in meeting requirements or achieving expected results.  Methods used are not normally reviewed by the supervisor.

Factor 3, Guidelines






Level 3-3
275 Points

Guidelines include agency, command and local standards, regulations, and technical guides for specific program areas, which are not always completely applicable, or have gaps in significant areas.  The employee is required to interpret, adapt, or modify existing guides and precedents for application to the assigned project or gather considerable information to supplement gaps or lack of specificity in dealing with particular problems.  Judgment is required in relating precedent approaches to specific situations.  Established guidelines often must be interpreted.

Factor 4, Complexity






Level 4-4
225 Points

Assignments consist of analyzing business work activities to determine the feasibility of developing new applications to meet organizational requirements.  It involves working with functional representatives to identify requirements and determine if specific operations, processes, and work products are adaptable to automation.     

Develops project plans including specifications for inputs and outputs, system interfaces, and other design features.  

Assists in planning and coordinating systems design, acquisition, testing, installation, and support; and serves as representative on contracting matters.  Incumbent exercises judgment and ingenuity to evaluate and determine optimal systems development approaches; integrate a variety of systems development activities; solves a wide range of operational and support problems and issues; assesses the security effectiveness of installed systems, and ensures that changes in customer requirements are addressed.                                       
Factor 5, Scope and Effect





Level 5-3
150Points

The work involves substantial consultation with functional managers in the analysis of existing technology, formulating plans to enhance functional users’ IT business requirements, and dealing with a variety of problems and conditions associated with developing or enhancing available technology and its applications.  The work requires conducting feasibility studies, performing cost analyses, and making recommendations to managers on how best to improve their IT posture.  The work is primarily local in nature and affects a wide range of functional users dealing with standard but changing technology.  Work products result in development of business technology advancements that enhance the quality and reliability of customer services.

Factor 6, Personal Contacts





Level/Points (see Factor 7)

Contacts are with individuals or groups from outside the office, including consultants, contractors, vendors, or representatives of professional associations, in moderately unstructured settings.  These contacts include installation command and management staff, contracting office officials, contractors involved in IT projects for which the incumbent has oversight responsibility, budget officers, and a wide variety of functional users.  

Factor 7, Purpose of Contacts





 Level 6/7-3B 
110 Points

The purpose is to plan, coordinate, and advise on work efforts, solve problems, or to provide advice to managers on non-controversial organization or program related issues and concerns.  Contacts typically involve identifying options for resolving problems. 

Factor 8, Physical Demands





Level 8-1
5 Points

The work is primarily sedentary with some walking and standing in conjunction with travel to attend meetings and conferences away from the work site.  May carry light items such as papers, books, or small computer components.  The work does not require any special physical effort.

Factor 9, Work Environment





Level 9-1

5 Points

The work is performed in a typical office setting with visits to various other buildings or offices to support projects.  The work environment involves everyday risks or discomforts that require normal safety precautions.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  The employee may be required to travel on military and commercial aircraft to perform temporary duty.

2.  The employee may be required to obtain and maintain an appropriate security clearance.

3.  Employee may be required to perform work during irregular duty hours.

_________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM Job Family Position Classification Standard for Administrative Work in the Information Technology Group, GS-2200, covering the GS-2210, Information Technology Management Series, May 2001.

CLASSIFICATION REMARKS:  
Series and Title Determination:  

The purpose of this position is to serve as a specialist in systems analysis, using information technology (IT) in planning, designing, and implement IT systems to meet the business requirements of customer organizations.  The OPM PCS for Administrative Work in the Information Technology Group, GS-2200, covering the Information Technology Management, GS-2210 Series, covers two-grade interval positions for which the paramount requirement is knowledge of Information Technology (IT) principles, concepts, and methods.  IT includes systems and services used in the automated acquisition, storage, manipulation, management, movement, control, display, switching, interchange, transmission, assurance, or reception of information.  IT also involves computers, network components, peripheral equipment, software, firmware, services, and related resources.  This position‘s primary purpose is to serve as a systems analyst in planning, designing, and implementing IT systems to meet business needs of the organizations served.  To carry out this purpose, the position requires a broad knowledge of IT concepts and techniques which enable the incumbent to analyze business processes and operations and translate findings into exacting specifications and develop strategies to acquire and implement technology that enhances organizational ability to perform business practices more efficiently and reliably.  This type of work typifies that found in the GS-2210 series.  The GS-2210 Standard prescribes the title of Information Technology Specialist for all covered positions, and allows for ten specialties which are used as parenthetical titles if requirements are met.  One of those specialties is Systems Analysis which is work that involves applying analytical processes to the planning, design, and implementation of new and improved information systems to meet the business requirements of customer organizations.  It further outlines functions commonly performed by specialists in this field.  Many of those are found in this position including performing needs analysis to define opportunities for new or improved business process solutions, consulting with customers to identify and specify requirements, developing overall functional and systems requirements and specifications, conducting feasibility studies and trade-off analyses, defining systems scope and objectives, developing cost estimates for new or modified systems, ensuring the integration of all systems components.  The duties of this position clearly demonstrate systems analysis work; therefore, a parenthetical title is added.  The title and series of this position are correctly classified as Information Technology Specialist (Systems Analysis), GS-2210.   

Grade Level Determination: 

This position is evaluated by the OPM Position Classification Standard for Administrative Work in the Information Technology Group, GS-2200, as follows:

FL 1-7/1250, 2-4/450, 3-3/275, 4-4/225, 5-3/150, 6/7-3B/110, 8-1/5, 9-1/5

GS-11 Point Range:  2355 - 2750

Total Points:  2470

Grade:  GS-11

Final Classification:  Information Technology Specialist (Systems Analysis), GS-2210-11

NOTE(S) TO USERS:  This SCPD is intended for positions in the SC functional community.  Minor changes, including subject matter 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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