STANDARD CORE PERSONNEL DOCUMENT                                                                           Number:  9G618

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G618

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
54ZA

TARGET GRADE:         05
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Human Resources Assistant (Recruitment & Placement/OA), GS-0203-05

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

PAY
     Civilian Personnel

1ST SKILL CODE:
45%
AGLPPK1BG
Personnel Clerk/Assistant/Staffing/Recruiting

2ND SKILL CODE:
30%
AGLPPK1BJ
Personnel Clerk/Assistant/Staffing/Placement

3RD SKILL CODE:
25%
OASCPX
Office Automation Clerk/Assistant/Data Systems Support

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 03/21/03
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:

[image: image1.wmf]Rater/Supv.

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 provide human resource assistance support to the Civilian Personnel Flight Affirmative Employment Office.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of this position are: 

__________________________________________________________________________________________________









DUTY 1:







%
Critical

Processes a full range of  personnel actions.  Provides assistance to supervisors in completing requests for a wide variety of personnel actions.  Reviews incoming requests for accuracy of the agency code, existence and adequacy of supporting documents, completeness, the presence of necessary supporting documents, appropriateness of the regulatory authority, and appropriateness of the proposed action cited in relation to the intended purpose.  Resolves discrepancies by requesting the missing or correct information from the requestor.  Personnel actions processed include a variety of accessions, separations, promotions, changes to lower grade, reassignments, transfers, and mass change actions for positions in the competitive service, with a few excepted appointments for such special programs as veterans, the handicapped, student aids, and summer hires.  Codes personnel data for the Defense Civilian Personnel Data System (DCPDS).  After processing the personnel actions, reviews the actions that are generated for accuracy.  Follows up on suspensed actions, such as probationary periods, within grade increases, and conversion to career tenure.  Logs in and tracks the requests using an automated tracking system.  Answers questions regarding status of pending actions.  Resolves processing problems such as failure to be promoted on the expected effective date or irregularities in pay checks.
STANDARDS:
A.   Almost always performs thorough review of incoming requests for personnel action and resolves deficiencies.


B.   With rare exception provides timely action on suspense items such as probationary periods and Within Grade Increases.


 
KSA:  1, 4, 5

DUTY 2:







%
Critical
Provides services in support of the Staffing program.  Provides information to employees on special program entitlements, and application procedures for merit promotion consideration, reinstatement, and transfer; and to supervisors about merit promotion procedures and the status of personnel actions.   Uses electronic media to order career briefs and obtain copies of Official Personnel Folder documents.  Processes suitability/security clearance documents.  Determines creditable service (SCD) for leave.  Performs final review of pre-appointment packages and in-processing documentation.  Compiles recurring strength, status, and other reports.   Responds to employment verification requests and provides civilian locator service.  Provides follow-up on requests for information.  

STANDARDS:

A.  Routinely provides information to visitors and callers in a courteous manner.

B.  Almost always provides accurate information regarding recruitment and placement procedures.
KSA:  1, 4
____________________________________________________________________________________________

DUTY 3:







%
Critical













Performs in-processing and out-processing services.  As appropriate for new appointments, obtains fingerprints and assists in completion of investigation forms; administers oath of office; explains pay rate determinations; has employee complete handicap code; and sends service record and time cards to the appropriate administrative offices.  As appropriate for employees who are retiring, resigning, or being separated, explains conversion of health and life insurance; explains option to obtain refund of retirement deductions; provides form to apply for unemployment compensation; and prepares records of Federal service for retirement purposes. 

STANDARDS:

A.  With few exceptions, conducts business with employees in a courteous manner.
B.  Usually exhibits patience in providing explanations to employees.


KSA:  1, 4
________________________________________________________________________________________________
DUTY 4:







%
Critical
Performs tasks in support of recruitment activities.   Prepares and sends employment inquiries to applicants.  Coordinates interview schedules.   Directs applicants to appropriate offices for interviews.  Arranges for physical examinations.  Verifies veterans’ preference.  Arranges for Entrance On Duty dates.  Confirms reporting dates with newly selected employees.

STANDARDS:
A.  Usually makes interview arrangements in a timely manner.

B.  With rare exception, correctly verifies veterans’ preference.







KSA:  1, 4
______________________________________________________________________________________________
















DUTY
5:






               % 
Critical
Uses multiple office automation software with varied functions to produce a wide range of documents, formats, etc. Specific processing functions involved require a varying number and sequence of steps and use of different functions from one assignment to another.  Uses word-processing software to create, copy, edit, store, retrieve, and print forms, memos, and letters; uses existing database or spreadsheet software to create, enter, revise, sort or calculate, and retrieve data for reports; and uses graphic software to provide graphs and charts for reports and presentations.  Independently carries out familiar assignments in accordance with previous instructions, standard procedures for creating documents, or entering or retrieving data, and established use of software packages.  Recognizes differences in existing procedures and applications and makes choices from among established alternatives.  Steps and procedures differ in terms of the type of document or specific report to be produced or edited, the specific formatting required for a document, the existence of prerecorded formats, and other differences of a factual nature.  Transmits and receives documents and messages electronically using personal computers or workstations that are networked or linked to other computers or workstations.

STANDARDS:

A.  Typically utilizes multiple automated programs effectively and appropriately to produce/develop accurate and useful documents.

B.  Routinely receives, processes, transmits, and/or forwards electronic messages and documents promptly and appropriately.
KSA:   2, 3
__________________________________________________________________________________________________






RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  

1.  Knowledge of a standardized body of recruitment and placement operations, procedures, and terminology to process personnel actions and to assist in performing routine recruitment and placement tasks.   



2.  Knowledge of word processing automation software functions to support office operations and produce a variety of textual documents such as letters, reports, memos, and form letters.
3.  Skill in typing; a qualified typist is required.

4.  Ability to communicate orally and in writing.
5.  Ability to code and/or enter data into an automated database management system.
____________________________________________________________________________________________



CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required By The Position



Level 1-3
350 Points

-- Knowledge of a standardized body of rules, procedures, operations, and terminology related to recruitment and placement activities sufficient to process requests for personnel action, and answer questions concerning merit promotion procedures, and procedures for reinstatement or transfer to another Federal agency.
-- Knowledge of the nature and capability of word processing software procedures and function keys to perform a substantial range of functions, such as generating table of contents, importing graphs or databases, creating glossaries, aligning multiple columns, automatically printing document identification or other notations at the top or bottom of each page, and creating form letters and automatically merge these with mailing lists. 

-- A fully qualified typist is required.
-- Skill in processing a variety of requests for personnel action.

-- Skill in entering data, retrieving data, and correcting data errors in the DCPDS. 

-- Ability to communicate orally and in writing.




















Factor 2, Supervisory Controls





Level 2-2
125 Points

Assignments are made in terms of what is to be done, quantity, deadlines, and priority of work.  Additional instructions are provided for new, difficult or special projects.  Instructions may include suggested work methods or advice on the availability of source materials.  The employee uses initiative and independently carries out recurring assignments in accordance with established procedures and policies.  Refers specific problems and unfamiliar situations not covered by instructions to the supervisor.  Work is reviewed to ensure its accuracy and compliance with instructions.  Work may be spot checked for accuracy.  
Factor 3, Guidelines






Level 3-2
125 Points

A number of established procedures and specific guides in the form of work samples, written procedures and processing manuals are readily available for doing the work and are clearly applicable to most transactions.   In locating, selecting, and applying the most appropriate instructions, references, or procedures, the employee may make minor deviations in guidelines to adapt to specific cases, but refers situations in which the existing guidelines cannot be applied or significant deviations must be made to the supervisor or more experienced employee for assistance.  


Factor 4, Complexity






Level 4-3
150 Points

Work consists of different and unrelated processes and methods involved in the recruitment and placement function.  This includes the review of a variety of personnel actions to ensure the appropriateness of the proposed action cited in relation to the intended purpose, the appropriateness of the regulatory authority, and the existence and adequacy of supporting documents.  Decisions that are made concern a variety of situations and involve differing considerations in performing the work. The assistant must determine interrelationships and appropriate methods and techniques needed to process the personnel actions.. 


Factor 5, Scope and Effect





Level 5-2
  75 Points

The purpose of the work is to provide support for the recruitment and placement function.  The work involves a variety of tasks such as processing personnel actions; providing information to applicants, employees, and supervisors; and compiling recurring strength, status, and other reports.  The work affects the accuracy, acceptability or reliability of further efforts within the Affirmative Employment Section.
Factor 6, Personal Contacts 





Level/Points (see Factor 7)

The employee has regular contact with employees and supervisors both within and outside the immediate office. They are in moderately structured settings.  

Factor 7, Purpose of Contacts





Level 6/7-2A
 45 Points

The purpose of contacts is to obtain, clarify or exchange information needed to complete assignments.

Factor 8, Physical Demands





Level 8-1
  5 Points

The work is sedentary and does not require any special physical effort.  Some work may require periods of walking, standing, and bending.  

Factor 9, Work Environment





Level 9-1

   5 Points

The work area is adequately lighted, heated, and ventilated.  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 Assistance Work in the Human Resources Management Group, GS-0200, covering Human Resources Assistance, GS-0203;  OPM Classification Standard for Office Automation Clerical and Assistance Series, GS-0326, TS-100, Nov 1990; and  OPM Office Automation Grade Evaluation Guide, TS-100, Nov 1990.

FACTOR LEVELS AND POINTS:  1-3/350; 2-2/125; 3-2/125; 4-3/150; 5-2/75; 6/7-2A/45; 8-1/5; 9-1/5

GS-05 Point Range:  855 - 1100

Total Points: 880
Grade:  GS-05

CLASSIFICATION REMARKS:  
The office automation duties were evaluated against the Office Automation Grade Evaluation Guide as follows:

Factor Level and Points:  1-3/350; 2-2/125; 3-2/25; 4-2/75; 5-2/75; 6-1&7-A/30; 8-1/5; 9-1/5

GS-04 Point Range:  655 - 850

Total Points:  790

Grade:  GS-04

Factor Level for factor 6 differs from the Human Resources Assistant duties because personal contacts for office automation duties are limited to employees within the immediate work unit or related support units, such as points-of-contact and document originators.   Differences in other factors are addressed in the Office Automation duty.

Final Classification:  Human Resources Assistant (Recruitment & Placement/OA), GS-0203-05

NOTE(S) TO USERS:  

__________________________________________________________________________________________________

AFPC Free Flow Format
AF Form 1003 APR 90 (COMPUTER GENERATED)
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