STANDARD CORE PERSONNEL DOCUMENT                                                                          Number: 9G610

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G610
 

SUPV LEVEL CODE:
  8 
COMP LEVEL CODE:
1F4A

TARGET GRADE:
12
FLSA:
Exempt

JOB SHARE:

CAREER PROG ID:
See Notes to Users

SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:

 

__________________________________________________________________________________________________
CLASSIFICATION:   Information Technology Specialist (Systems Administration), GS-2210-12

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:
 

1ST SKILL CODE:
100%
 CPAMIS
Programmer Analyst/Management Information Systems

2ND SKILL CODE:
  
 

3RD SKILL CODE:
  

__________________________________________________________________________________________________

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

CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.
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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.
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*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 systems administrator with responsibility for planning and coordinating the installation, testing, modifying, upgrading, operation, troubleshooting, and maintenance of hardware and software systems.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:   
__________________________________________________________________________________________________

DUTY 1:







%
Critical



Performs services as a senior systems administrator:  Plans, coordinates, and installs applications software and hardware for operating systems.  Administers and maintains assigned systems.  Develops, reviews, and modifies changes to schedule of operations for successful day-to-day operations.  Optimizes the functionality and performance of hardware and software systems and ensures availability, integrity, efficiency, and reliability of servers.  Identifies system problems that are of an unusual or complex nature and develops corrective action.  Designs data products, processes, or programs that enhance functional area management and provide for increased organizational optimization of Information Technology (IT) processes.  Oversees the installation and configuration of applications software and the establishment of user environments.  Troubleshoots and analyzes unusual or complex hardware and software malfunctions to resolve physical and logical processing problems and recommends acquisition of equipment, software and/or hardware which will resolve operational problems.  Continually surveys system operation to identify and anticipate potential problems which could lead to loss or serious interruption of service.  Identifies corrective or preventative procedures and takes actions to rectify immediate problems and prevent future occurrences.  Develops proposals to enhance operational use of systems hardware and software and keeps abreast of technological advances to ensure continued optimum service.  Applies innovative techniques and seasoned judgment to assist management in identifying areas where IT systems can reduce or eliminate labor and time intensive manual processes.  Analyzes and diagnoses system failures to isolate source of problems.  Performs testing, troubleshoots, and corrects complex or unusual problems involving interface and interoperability of system components such as hardware, systems software, and applications programs.  Manages installation of system patches and enhancements/updates and ensures system integrity is not compromised.  Develops standard procedures for account establishment, system maintenance, and system recovery.  Ensures maintenance and upgrade procedures are established in such a way as to minimize disruption to normal business functions of organizations within the installation.  This includes ensuring scheduled backups of servers and the application of upgrades or system patches will have minimum impact.  Provides proactive consultation and instruction with system users to ensure seamless implementation of changes.  Serves as a senior advisor to lower-graded specialists engaged in similar responsibilities.  
STANDARDS:
A.   With few exceptions, appropriately plans, coordinates, and implements all system requirements.

B.   Routinely optimizes the functionality and performance of systems. 

C.   Almost always ensures system continuity through effective surveillance of system components and their operation.

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

__________________________________________________________________________________________________
DUTY 2:







%
Critical



Provides technical guidance and instruction to users and other IT specialists.  Prepares, coordinates, and implements policy and procedures for hardware and software applications system operation.  Develops comprehensive instruction for operation of system components.  Provides guidance and technical assistance in use and capabilities of the system.  Troubleshoots complex problems and provides support in a manner that minimizes interruptions in the customers’ ability to carry out business activities.  Provides advice and guidance on a wide range and variety of complex IT issues.  Coordinates with other IT specialists and management in identifying and correcting unusual or unprecedented problems and providing innovative approaches to solving them.  Provides assistance and support which will either resolve problems or provide understanding of available tools with which the customer can accomplish problem resolution.  Participates with management officials to identify automation requirements and conduct analysis of assigned systems to determine resources necessary to fulfill them.  Tests and evaluates current and proposed equipment and software enhancement and advises management regarding acquisition proposals designed to enhance mission accomplishment through automation.
STANDARDS:
A.  Almost always provides effective preparation, coordination, and implementation of system policies and procedures.

B.   With few exceptions, responds appropriately to management’s requests for guidance and proper operating procedures.

C.   Routinely provides management officials effective guidance in identifying potential problems and recommending acquisition of automation enhancements.

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

__________________________________________________________________________________________________
DUTY 3:







%
Critical



Serves as a senior technical advisor to management.  Participates as a key member and advisor on special committees and special projects designed to study methods to enhance the use of information technology throughout the installation.  As a member of management’s IT team, participates in developing strategic plans for enhancement of the system environment, developing functional and technical requirements for acquisitions, conducting cost-benefit analyses, feasibility studies, and related activities.  Works with management to isolate and correct complex problems which hinder the capability of the organization to fully utilize information management technology.  Analyzes performance data and operating conditions to isolate specific shortfalls and develops innovate methods to overcome system weaknesses.  Works with lower-graded IT specialists to develop and apply customer service enhancements. 

STANDARDS:
A.   With few exceptions, participates effectively as a member of management’s IT team.

B.    Almost always, provides effective assistance in identifying requirements and developing system enhancements.

C.   Routinely analyzes conditions creating problems and applies effective remedies. 

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







%
Critical

Maintains liaison with manufacturers, professional organizations, and counterparts at other installations and services regarding available products and state-of-the-art technologies and advancements.  Serves as senior IT systems administration consultant, providing an authoritative resource to other IT specialists and management.  Develops strategies to incorporate into the organization’s inventory such technologies and advancements found to be compatible with user requirements, taking into consideration any affect these technologies and techniques will have on existing architecture and infrastructure.  Participates in plans for acquisition and implementation of new equipment, including development of contract documentation.  May serve as the contractor’s technical representative (COTR) and consultant, providing technical advice and support throughout the acquisition, installation, and maintenance stages.   

STANDARDS:

A.  Routinely establishes and maintains effective liaison with manufacturers, professional organizations, and others to keep abreast of state-of-the-art technologies and advancements.

B.  With few exceptions, develops effective strategies for acquisition of new technologies and advancements. 

C.  Typically provides accurate and timely information on changing technology to other IT specialists and management. 

KSA:  1, 2, 5, 6

___________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of the principles, methods, and practices for integrating information system components sufficient to plan, coordinate, and administer computer systems, and optimize system performance.

2.  Knowledge of the latest advancements in technology to initiate corrective or preventative action to ensure optimum performance of the system.

3.  Knowledge of performance tuning tools, database management, and project management methods sufficient to optimize systems performance, troubleshoot database performance problems, and perform a wide range of systems administration functions.

4.  Knowledge of operating systems, associated devices, and the interoperability of systems sufficient to install, upgrade, troubleshoot, test, and maintain those systems; to optimize the functionality and performance of systems; and to ensure the availability, integrity, efficiency, and reliability of servers.
5.   Ability to apply methods and practices for troubleshooting, recovering, adjusting, modifying, and improving systems to solve complex problems, provide support that minimizes interruptions in service to customers, and maintain liaison with industry and other activities to provide awareness of state-of-the-art technology.   

6.  Ability to communicate orally and in writing.  

________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-7 
1250 Points

-- Knowledge of systems integration methods, performance tuning methods, test and evaluation methods and procedures, IT security principles and methods, and project management principles and methods sufficient to plan and coordinate the installation of new products or equipment.

-- Knowledge of configuration management methods and techniques for integrating information system components sufficient to install and maintain software and hardware, optimize functionality of systems, and diagnose and recover failed systems. 

-- Knowledge of methods, principles, and practices covering troubleshooting of complex computer system failures, recovery of systems, adjusting, modifying, and improving systems to include hardware and software components.

-- Knowledge of methods and practices involved in the integration of system components sufficient to optimize system performance.  

-- Knowledge of new or revised policies, practices, and technical management guidelines to provide advisory services, consultation, technical assistance, and training.  

-- Ability to work closely with management officials to ensure seamless implementation of systems; identify and anticipate server performance, availability, capacity, or configuration problems; resolve installation problems; identify and mitigate security vulnerabilities and risks; and maintain server integrity and availability.   
-- Ability to modify existing systems and relate all aspects of the work to overall system requirements, advise on and implement new technology, and offer alternative approaches in operating systems development and/or problem resolution.

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

-- Ability to develop formal and informal training session materials/user instructions or manuals and to present training which enables customer understanding and operation.

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; 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 3-4
450 Points

The employee uses agency, command, and local standards, regulations, and technical guidelines.  Specific guidelines relating to operating problems are often scant, inapplicable, or have gaps in specificity that require considerable interpretation, modification, and adaptation to unusual, complex, or intricate situations which arise.  The employee must exercise seasoned judgment, innovation, and resourcefulness in designing, modifying, or refining guidelines to resolve these specific complex problems.  The position requires the employee to perform analysis of performance data to identify trends and patterns which predict potential failures and to develop novel methods or procedures for preventing them.  The rapid advances in technology require the employee to keep abreast of those changes and to participate as a proactive member of management’s team to ensure uninterrupted performance of normal business routines.  

Factor 4, Complexity






Level 4-4
225 Points

The work consists of defining customer requirements for new and modified systems and planning and coordinating software and hardware systems design, implementation, and support in response to customer requirements.  Assignments typically include defining customer requirements for new and modified systems and services based on analysis of business needs and practices; assisting in planning and coordinating systems design, acquisition, testing, installation, and support; and serving as senior advisor and liaison with customers on all matters related to systems operations and support.  Incumbent exercises originality, judgment, and ingenuity in evaluating and recommending the adoption of state-of-the-art improvements in technology, implementing a variety of hardware and software systems, and in determining optimal systems development approaches.  The work is made more complex in that it involves integrating a variety of systems development activities; solving a wide range of complex or unusual operational and support problems and issues; providing consultation to other specialists; and ensuring that changes in customer requirements are addressed.                                                                    
Factor 5, Scope and Effect





Level 5-4
225 Points

The work involves planning, installation, and maintaining hardware and software systems designed for use throughout the installation.  It involves investigating and analyzing a variety of unusual problems, questions, or conditions associated with systems administration.  The employee serves as a technical expert and consultant to management in this area of expertise, as well as a participant in team efforts to ensure optimum functionality of assigned systems.  The employee develops procedures for the operation, management, and maintenance of new or enhanced systems, providing guidance and instruction on their use to both assigned IT specialists and customers.  The work affects the operation of system applications throughout the installation and the availability of systems required to meet business requirements.

Factor 6, Personal Contacts





Level/Points (see Factor 7)

Contacts include individuals or groups from outside the employing agency including consultants, contractors, vendors, instructors, or representatives of professional associations in moderately unstructured settings.  Contacts also include other agency officials several managerial levels removed from the employee on an ad hoc basis.  The employee must recognize or learn the role and authority of each party during the course of the meeting.     
Factor 7, Purpose of Contacts





Level 6/7-3C
180 Points

The purpose of contacts is to influence and persuade managers and installation customers to implement recommendations for system enhancements which, although based on analysis of system operation and seasoned judgment, may conflict with management’s objectives and allocation of resources.  The employee may encounter resistance as a result of these conflicts and must exercise skillful judgment in the method of approaching and negotiating with management so as to obtain approval and acceptance of recommended changes to policy and/or practices.   

Factor 8, Physical Demands





Level 8-1
5 Points

Work is primarily sedentary, although there may be some carrying of books, printouts, manuals, files, and equipment.  The work does not require any special physical effort.             

Factor 9, Work Environment





Level 9-1

5 Points

Work is performed in a typical office setting with adequate lighting, heating, and ventilation.  The work environment involves everyday risks or discomforts that require normal safety precautions.  

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
_________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM Job Family Position Classification Standard for Administrative Work in the Information Technology Group, GS-2200, covering the Information Technology Management, 

GS-2210 Series, dated May 2001.

CLASSIFICATION REMARKS:  
Series and Title Determination.

The OPM Position Classification Standard 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 functions in the capacity as a senior systems administrator, planning and coordinating the installation, testing, operation, troubleshooting, and maintenance of hardware and software systems and thus meets the definition outlined in the GS-2210 series.  This information very clearly places this position in the GS-2210 series.  The GS-2200 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 Administration, which is defined as work, which involves planning and coordination the installation, testing, operation, troubleshooting, and maintenance of hardware and software systems.  It further outlines functions commonly performed by specialists in this field.  Many of those are found in this position including planning and scheduling installation of new or modified hardware and operating systems and applications software, managing systems resource, developing and documenting systems administration standard operating procedures, resolving hardware/software interface and interoperability problems, and maintaining systems configuration.  The duties of this position clearly demonstrate systems administration type work; therefore, a parenthetical title is added.  The title and series of this position are correctly classified as Information Technology Specialist (Systems Administration).   

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:   

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

Final Classification:  Information Technology Specialist (Systems Administration), GS-2210-12

NOTE(S) TO USERS:  

1. 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.

2. Position may be covered by Career Program.  Classifiers should contact Communications and Information Career Program to determine Career Program coverage.
__________________________________________________________________________________________________
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