STANDARD CORE PERSONNEL DOCUMENT                                                                        Number:  9G684

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G684

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
244A


TARGET GRADE:
04
FLSA:
Non-Exempt


JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Human Resources Assistant (Employee Relations), GS-0203-04  

DUTY TITLE:  Employee Relations Assistant
  

__________________________________________________________________________________________________
ORG & FUNC CODE:  
                    PAY
     Civilian Personnel

1ST SKILL CODE:
85%
AGLPPJ
Personnel Clerk/Assistant/Employee Relations

2ND SKILL CODE:
15%
AGLAHK
Personnel Clerk/Assistant/Labor Management Relations

3RD SKILL CODE:


__________________________________________________________________________________________________

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 assistant duties in support of the Human Resources 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



Serves as the initial point of contact for visitors and callers within and outside the office.   Provides information and assistance regarding processing procedures and requirements for a variety of routine employee relations programs such as performance management, evaluation program, the Incentive Awards Program, and Performance Management Awards Program.  Distributes, collects, and logs performance appraisals for assigned program(s).  Receives and reviews award forms for completeness and initiates action to acquire missing documentation.  Provides sound advice to supervisors, recommending routine changes regarding regulatory compliance.  Completes and forwards authorization forms for monetary awards.  Ensures proper processing through automated systems.  As required, prepares award certificates and standard letters for signature.  Using samples, edits written material to perfect product.  Screens justifications for awards for compliance with agency and local regulations, recommends dollar amount based on local precedents and regulations, and prepares summary award descriptions for publicity.  Prepares/composes standard letters explaining basis for award rejection, or need for re-accomplishment.  Responds to routine inquiries on procedures for disciplinary actions, grievances, and appeals concerning timeliness, documentation and signature requirements.  Provides action status to employees, supervisors and managers.   

STANDARDS:
A.  Almost always performs thorough review of incoming requests and identifies deficiencies.

B.  With few exceptions, accurately advises requestors of specific deficiencies.

KSA:  1, 4, 5

__________________________________________________________________________________________________
DUTY 2:







%
Critical



Updates and maintains routine employee relations data using Business Objects (BO) and Modern Defense Civilian Personnel Data System (DCPDS) systems and generates output reports.  Determines appropriate coding and processes actions such as awards, appraisals, and disciplinary actions.  Ensures compliance with directives.   Responds to standard error messages and edits listings, making necessary corrections and updates.  Reviews actions generated for accuracy and often corrects errors on own initiative.  Manipulates data system to retrieve required and requested information from the system.  

STANDARDS:
A.  Almost always accurately updates information, processes actions, and distributes products in a timely manner.

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

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

KSA:  1, 2, 3 

__________________________________________________________________________________________________
DUTY 3:







%
Critical

Processes routine disciplinary and related actions for Employee Relations and Labor Relations functions.  Works with specialists in preparing standardized statements for supervisors concerning basis of charges in relation to letters of reprimand, suspensions, separations, and other such actions.  Assists in preparing statements for supervisors containing basis for unfair labor practices (ULPs), grievances, negotiations, etc.  Prepares all necessary forms and ensures actions are documented in accordance with standard practices.  Provides basic program information and support for the Labor Relations program.  Responds to inquiries on procedures for disciplinary actions, grievances, appeals, etc., concerning timeliness, documentation, and signature requirements.  Prepares action status reports as needed to keep supervisors and managers informed.  

STANDARDS:  

A.  Almost always provides effective processing of actions in support of the Employee Relations and Labor Relations functions.

B.  Typically prepares accurate statements for the use of supervisors in developing disciplinary action documentation.  

C.  With few exceptions, provides efficient and effective program support for the Labor Relations Program.


KSA:  2, 3, 4, 5









__________________________________________________________________________________________________
DUTY 4:







%
Critical



Provides general clerical and receptionist support.  Distributes mail, attaches background information needed to make replies, and calls supervisor’s attention to matters requiring prompt action.  Maintains a variety of files involving numerous subject headings and subheadings.  Cross references files involving correspondence, reports, publications, and other office records; searches files, and withdraws required file material.  Receives and screens telephone calls and visitors and responds to general and routine inquiries.    
STANDARDS:
A.  With rare exception, promptly and courteously receives, greets, and responds to inquiries from visitors and telephone callers.
B.  Routinely screens and refers contacts needing staff attention in a proper and timely manner.

C.  Typically provides office support functions in accordance with rules, regulations and policies to ensure consistency and regulatory compliance.

KSA:  2, 3, 5 
__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of basic clerical, office, or other work processes and procedures sufficient to accomplish routine administrative support tasks. 

2.  Knowledge of computer functions such as standardized word processing and receipt or transmission of electronic mail; a qualified typist is not required.

3.  Ability to establish and maintain a variety of records, logs and files and to use the information to create reports.

4.  Ability to interpret and apply rules, regulations, and procedures.
5.  Ability to communicate orally and in writing.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-3
350 Points

-- Knowledge of basic standardized rules, procedures, terminology, and requirements of employee relations activities to maintain records, process requests, and provide information to callers and visitors.

-- Knowledge of office file arrangement and the purpose and content of documents in the file.  

-- Knowledge of the clerical steps in processing employee relations and labor relations documents.

-- Knowledge of storing and retrieving documents or files; printing documents; inserting and deleting text items; producing letters and memorandums; entering data into predefined spreadsheet; and transmitting and receiving electronic mail.

-- 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 operating a microcomputer/computer terminal using a standard typewriter keyboard with additional function keys; a qualified typist is not required.  

-- Skill in writing routine letters, memoranda, and simple narrative reports.

-- Skill in routine fact-finding and searching files to find relevant information and to logically organize and report collected information.

-- Ability to learn standardized rules, procedures, terminology, or requirements related to employee relations activities to maintain records, process requests, and provide information to callers and visitors.

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

-- Ability to file and retrieve information and maintain suspense records in accordance with office filing procedures.  

-- Ability to make decisions, and resolve problems or discrepancies based on knowledge of employee relations processing rules, regulations, and procedures.

-- Ability to understand and provide basic program information.

-- Ability to define customer requests and retrieve information from the Modern DCPDS and Business Objects databases.

Factor 2, Supervisory Controls





Level 2-2
125 Points

The supervisor gives instructions on the work to be done, limitations, deadlines, and priorities.   Most assignments are performed independently according to established procedures.  The employee refers questions about specific problems not covered by instructions to the supervisor.  Finished work is generally reviewed to verify accuracy and conformance to procedure.   The supervisor provides closer review for new and/or difficult assignments. 

Factor 3, Guidelines






Level 3-2
125 Points

A number of established procedures and specific guidelines in the form of specific related regulations, precedent actions, processing manuals, and work samples are readily available for doing the work and are clearly applicable to most transactions.  The number and similarity of guidelines and work situations require the employee to use judgment to identify and select the most appropriate procedures to use, choose from among several established alternatives, or decide which precedent action to follow as a model. 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.  The employee refers situations in which the existing guidelines cannot be applied or to which significant deviations must be made to the supervisor or designated employee.  

Factor 4, Complexity






Level 4-2
 75 Points

Assignments consist of providing assistance to Employee Relations Specialists and providing basic information to solve routine problems of limited complexity.  The work consists of duties involving related steps, processes, or methods such as compiling, recording, and reviewing employee relations record data.  There are established procedures for performing the work.  Decisions about what needs to be done involve various choices requiring the employee to recognize the existence of and differences among a few easily recognizable alternatives.  The employee corrects technical errors using prescribed methods and performs other checks to be sure of the validity of information. 

Factor 5, Scope and Effect





 Level 5-2
 75 Points

Work involves the execution and/or explanation of employee relations rules, regulations, or procedures and recurring limited technical services and practices.  Work products or services affect the quality of service the Employee Relations Office provides.

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, missions, and kinds of work in a moderately structured setting.  Contacts are generally established on a routine basis.

Factor 7, Purpose of Contacts





 Level 6/7-2-A
 45 Points

The purpose of contacts is to obtain, clarify, or give facts or information directly related to the work such as, providing general information about processing procedures, or giving the status of pending actions.

Factor 8, Physical Demands





  Level 8-1
   5 Points

The work is mostly 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:
_________________________________________________________________________________________________
CLASSIFICATION SUMMARY:

CLASSIFICATION STANDARD USED:  OPM Position Classification Standard for Assistance Work in the Human Resources Management Group, GS-0200, covering Human Resource Assistance, GS-0203, dated December 2000.

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

GS-04 Point Range:  655-850

Total Points:  805

Grade:  GS-04

CLASSIFICATION REMARKS:  
Final Classification:  Human Resources Assistant (Employee Relations), GS-0203-04 

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.  

__________________________________________________________________________________________________

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

DATE:  01/09/03                                                                                                                                    Page 3                                                                                                                              


