STANDARD CORE PERSONNEL DOCUMENT                                                                           Number:  9G621

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G621

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
245A
TARGET GRADE:
06
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Human Resources Assistant (Employee Relations/Office Automation), GS-0203-06

DUTY TITLE:  Employee Relations Assistant

__________________________________________________________________________________________________
ORG & FUNC CODE:
              PAY                     Civilian Personnel

1ST SKILL CODE:
50%
AGLPPJ

Personnel Clerk/Assistant/Employee Relations

2ND SKILL CODE:
25%
AGLPPJ1BB
Personnel Clerk/Assistant/Employee Relations/Claims


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

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 01/09/03
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 perform a variety of clerical and administrative support to the Human Resources (HR) Workforce Effectiveness Section.
The organizational location of this position is:  

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

DUTY 1: 







%
Critical

Provides technical support of the injury compensation (IC) and unemployment compensation (UC) programs.    Researches various sources to determine eligibility for benefits and entitlements.  Receives and reviews Federal, state, and agency forms and initiates action.  Contacts employees and supervisors on questionable and possibly controversial areas.     Conducts routine interviews to gather facts concerning injury incidents; analyzes the data; and/or composes narrative reports, questionnaires, summaries, or letters explaining routine technical actions.  Explains options to employees/supervisors regarding leave for time off the job, potential compensation, leave buy back, etc.  Processes all types of claims in accordance with governing instructions and established procedures.  Reviews reports from agency, Federal, and state offices to ensure data is accurate and expenses are properly charged.  Thoroughly reviews CA-1, CA-2, and other program forms submitted by/for employees concerning occupational injury, illness, or disease for accuracy and completeness.  Solicits required information from employees and supervisors, as necessary.  Maintains contact with employee physicians, rehabilitation officials, OWCP representatives, etc., to keep abreast of  cases.  Tracks claim status and follow-up requirements, and coordinates continuation of pay (COP) for eligible claimants.  Records and tracks disposition of all unemployment claims.  Processes routine claims that require identifying and substantiating relevant information in written narrative reports.  Processes claims submitted by employees for compensation benefits under FECA.  Makes recommendations to the Employee Relations Chief and other supervisors regarding administration of claims.  Reviews periodic charge back codes and initiates actions to OWCP to ensure accuracy.  Assists Injury Compensation Act Program Administrator in injury tracking, briefings, training, etc.  Processes claims for unemployment.  Thoroughly reviews claims and obtains earnings information.  Completes and files appropriate forms within the prescribed time frame.  Refers to specialist when higher-level assistance is required. 
STANDARDS:
A.  Routinely performs effective research of source documents to provide answers, background, and attachments for communications and documents.

B.  Typically maintains accurate case files of documents, routes to appropriate offices, and effectively monitors suspense dates.

C.  With few exceptions, provides accurate and timely replies or information to HR specialists, employees, and supervisors.  

KSA:  1, 4, 5, 6

__________________________________________________________________________________________________
DUTY 2:






  
%
Critical
Serves as the focal point to provide counseling and assistance to employees, supervisors, and employee relations specialists.   Provides information and assistance regarding program requirements and processing procedures related to a variety of Employee Relations programs.   Answers general, recurring types of questions regarding policy and procedures.  Acts as benefits liaison between employee and AFPC, providing employees advice and assistance regarding application processing procedures.  Conducts briefings to ensure employees understand benefits available to them and how they apply to them.  Responds to inquiries regarding minor problems of employee conduct, dissatisfaction, or poor work habits; procedures for disciplinary actions, grievances, and appeals; and requirements for timeliness, documentation, and signatures.  Informally resolves issues that can be satisfied by an explanation of basic policies, practices, and procedures.  Assists specialists by providing review of files for similar grievances/appeals, searching case law to identify precedent or problems, identifying potential problems in handling the case, and/or summarizing the case and pointing out the relevance to the current case. Conducts routine interviews to obtain the pertinent facts and explores alternate ways of solving the problem or recommends disciplinary action.  Explains to supervisors the nature of records or sequence of actions required in connection with recurring disciplinary problems such as excessive unplanned absences.  Assists in counseling and completion of forms in relation to separation and death cases.   Assists specialists or other assistants by reviewing the subject matter of performance documents to assure required element/portions of element (e.g., EEO, position management) are present.  Returns performance plans with recommended action to bring them into program compliance.  Screens performance and other employee recognition award justifications for completeness, technical adequacy, and compliance with agency and local regulations; follows up to ensure corrective actions are taken.  Completes and forwards authorization forms for monetary awards for payment.  Recommends dollar amount based on local precedents and regulations, and prepares summary award descriptions for publicity.  Explains employee options if dissatisfied with performance rating.  
STANDARDS:

A.  Almost always, accurately screens and responds to questions and complaints or refers to appropriate specialist for resolution.
B.  With few exceptions, provides accurate information and assistance to employees and supervisors on a variety of Employee Relations issues.

C.  Typically provides effective support of performance and awards programs.

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

__________________________________________________________________________________________________

DUTY 3:  







%
Critical
Enters HR actions/information and/or maintains data records in the Modern Defense Civilian Personnel Data System (DCPDS) and Business Objects related to the program area to which assigned.  Ensures Requests for Personnel Action (RPAs) received are complete, filled out correctly, and contain accurate information.   Determines appropriate coding and processes actions through the Modern DCPDS system.  Maintains the integrity of the database to ensure employees receive proper consideration and benefits to which entitled.  Generates statistical information and reports from the Modern DCPDS system.  Reviews for accuracy and ensures the needs of the user are met.  Responds to error messages and often makes necessary corrections and updates on own initiative. Ensures proper processing through automated systems, as well as the transmittal process.   Manipulates the Modern DCPDS system to retrieve required and requested information from the system.  Completes forms and processes transactions such as awards, appraisals, and separations.  Maintains subject-matter files and tracks RPAs.  

STANDARDS:
A.  Almost always, accurately updates information, processes actions, and distributes products.

B.  With few exceptions, promptly reviews computer-generated products and corrects mismatches in Modern DCPDS system.

C.  Routinely inputs and extracts accurate data using computer program databases to maintain and update information system and prepare reports.

KSA:   1, 3, 4, 6
_______________________________________________________________________________________________

DUTY 4: 






 
%
Critical

Performs other administrative and clerical duties in support of the Workforce Effectiveness Section.  Reviews incoming and outgoing correspondence for accuracy, completeness, and regulatory compliance.  Identifies deficiencies and provides recommendations for corrective action or solicits required information from specialists, employees, and/or supervisors, as necessary.  Gathers and summarizes information from files and documents for supervisor’s or other staff member’s use in responding to inquiries.  Identifies what needs to be brought to the attention of the supervisor, refers to appropriated staff, or reroutes to other organizations/offices. Establishes, updates, maintains, purges, and disposes of office records and program files for a wide variety of material including correspondence, grievances, appeals, employee case files, in accordance with established regulations and procedures.  Controls correspondence and follows up to ensure timely action. Establishes suspense dates as directed by the supervisor and brings to supervisor’s attention those that cannot be met by the requested dates.  Compiles information and composes routine, non-technical correspondence, such as requests for information. Compiles, consolidates, and finalizes information for various reports, forms and other documents in accordance with established reporting procedures and/or instructions from the supervisor.  Downloads publications from electronic systems and distributes as required.  Assists staff with clerical and procedural requirements and instructions.  Prepares statistical reports, award certificates, and standard letters for signature and makes arrangements for presentations, which may include photo sessions.  Makes travel arrangements such as scheduling transportation, making reservations at hotels, and preparing travel orders.  Prepares and consolidates time and attendance records in accordance with established procedures.  Requisitions office supplies, printing support, and related materials. 

STANDARDS:

A.  With few exceptions, prepares accurate and timely documents and effectively reviews correspondence for accuracy and completeness.
B.  Almost always, effectively assists supervisors, specialists, and other coworkers in compiling needed information and ensuring regulatory compliance.
C.  Typically provides accurate and timely control of correspondence suspense dates.


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

__________________________________________________________________________________________________









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, 4, 6

________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): 

1.  Knowledge of an extensive body of employee relations rules, procedures, operations, locally established program objectives, priorities, and practices to perform limited technical work of a non-controversial nature. 
2.  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.

3.  Skill in typing; a qualified typist is required.

4.  Ability to interpret and apply rules, regulations, and procedures.
5.  Ability to plan and organize work and meet deadlines.

6.  Ability to communicate effectively, both orally and in writing.
__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position 



Level 1-4     
550 Points 
-- Knowledge of an extensive body of  employee relations rules, policies, methods, procedures, operations, and principles to perform limited technical work of a non-controversial nature, to include conducting recurring types of interviews to develop facts such as circumstances concerning an incident; composing  narrative reports, summaries, or letters explaining routine technical actions; and processing documents and actions.

-- Knowledge of guidelines, research techniques, and the programs of assigned organizations to assist the Employee Relations staff in locating and identifying similar or related cases/actions and to research problems by obtaining relevant facts about the problem, evaluating the adequacy of these facts in light of established precedents, and explaining options available based upon analysis of individual circumstances.   

-- Knowledge of various office automation software processing procedures and function keys and the similarities and differences among software types to produce a wide range of documents such as graphics or tables within text to edit and reformat electronic drafts, and to update and revise existing databases or spreadsheets.

-- Knowledge of grammar, spelling, capitalization, punctuation, and terminology commonly used in office settings. 
-- Knowledge of standard processing procedures, formats, distribution, and retention policies.

-- Skill in typing; a qualified typist is required.

-- Ability to research files to extract relevant information needed to prepare reports and respond to requests for information.

-- Ability to communicate effectively, both orally and in writing, and maintain harmonious relations with customers and co-workers.

Factor 2, Supervisory Controls





Level 2-2
125 Points
The supervisor assigns work by indicating generally what is to be done and defines the objectives, priorities, and deadlines.  Additional instructions are provided for new, difficult, or special projects.  The employee uses initiative and works independently within the framework established by the supervisor in carrying out recurring assignments and refers specific problems not covered by the supervisor’s instructions or standard operating procedures to a supervisor or other designated employee.  Recurring assignments are reviewed using established quality control procedures, and difficult assignments or those with a potential adverse impact are more closely reviewed in process and upon completion.  The supervisor reviews work to verify accuracy and conformance with any special instructions.  New or difficult assignments or work involving potential adverse impact are reviewed more thoroughly.   
Factor 3, Guidelines






Level 3-3
275 Points

Guidelines such as regulations, instructions, evaluation criteria, and prior case or action files are numerous and varied.  However, due to the variety of issues encountered are often not completely applicable or have gaps in specificity.  The employee must choose the most appropriate instruction and decide how various transactions are to be completed.  The guidelines often do not apply directly, requiring the employee to make adaptations to cover new and unusual work situations.  Employee uses judgment in devising more efficient methods for procedural processing, gathering and organizing information for inquiries, reconstructing incomplete files, and resolving problems referred by others.
Factor 4, Complexity






Level 4-3
150 Points

Work consists of various duties involving different and unrelated processes and methods involved in the area of employee relations such as researching and processing workers’ compensation claims, providing support and assistance by reviewing performance award recommendations, tracking actions, updating computer records in the automated system, etc.  Decisions regarding what needs to be done depend 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.  The work involves conditions and elements that must be identified and analyzed to determine the appropriate approach and procedural requirements for a variety of different situations each of which require different processing treatment.  Decisions on how to accomplish the work are based upon determining the interrelationships of processes and purposes appropriate to the work performed, the subject involved in each assignment, and resolving problems involving ratings-based and other awards programs.                                    
Factor 5, Scope and Effect





Level 5-2
 75 Points

The purpose of the work is to provide support for the HR Workforce Effectiveness Section.  The work involves the interpretation and/or explanation of polices, rules, regulations, or procedures and providing recurring limited technical support for a variety of activities.  This includes updating and maintaining files, logs, and reports; processing RPAs; responding to inquiries for assistance;  maintaining database files; developing documentation for worker compensation claims; and handling various aspects of awards and performance programs.  The work affects the quality of services the office provides; and impacts the acceptability, and reliability of further processes or products within the office.  
Factor 6, Personal Contacts





Level/Points (see Factor 7)

Personal contacts are with employees and supervisors in the same agency, but outside the immediate organization.  Contacts are with military and civilian personnel and supervisors at various levels in different organizations, higher headquarters personnel, AFPC, 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.

F
actor 7, Purpose of Contacts                                                                              Level 6/7-2b           75 Points





Level 6/7-2B
 75 Points

The purpose of contacts is to plan, coordinate, or advise on work efforts, or to resolve issues or operating problems by influencing or persuading people who are working toward mutual goals and have basically cooperative attitudes. 
Factor 8, Physical Demands





Level 8-1
  5 Points
The work is sedentary.  Some work may require walking, standing, and bending.  The employee frequently carries light items such as employee files or other papers.  The work does not require any special physical effort.

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:
1.  Work may occasionally require travel away from the normal duty station.
____________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDS 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; OPM Office Automation Grade Evaluation Guide, TS-100, Nov 1990.

FACTOR LEVELS AND POINTS:  1-4/550, 2-2/125, 3-3/275, 4-3/150, 5-2/75, 6/7-2B/75, 8-1/5, 9-1/5

GS-06 Point Range:  1105 - 1350

Total Points: 1260

Grade:  GS-06

CLASSIFICATION REMARKS:  

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

Factor Levels and Points:  1-3/350, 2-2/125, 3-2/125, 4-2/75, 5-2/75, 6/7-1A/30, 8-1/5, 9-1/5

GS-04 Point Range:  655-850

Total Points:  790

Grade:  GS-04

Factor Levels for factors 6/7 differ from the HR 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.  The purpose of the contacts is to exchange information about the assignment or methods to be used to complete the assignment.

Final Classification:  Human Resources Assistant (Employee Relations/Office Automation), GS-0203-06
NOTE TO USERS:  
1. 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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