STANDARD CORE PERSONNEL DOCUMENT                                                                               Number: 9G698

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G698

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
K55A


TARGET GRADE:
09
FLSA:
Exempt


JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Computer Assistant, GS-0335-09

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

 MDY
      Medical

1ST SKILL CODE:     75
%

APUCST
Computer Clerk/Assistant/Subject Matter User Suppt

2ND SKILL CODE:    25
%

APUSLV
Computer Clerk/Assistant/Equipment

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 04/22/03 

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:
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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 provide skilled computer assistance and support in the administration of Medical Group computer systems, hardware and software, and peripheral equipment.

The organizational location of this position is:  

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

DUTY 1:  








%
Critical



Administers Medical Group information systems to ensure proper operation of equipment, analyze and resolve system problems, and evaluate system requirements.  Establishes and manages user accounts and determines and maintains user privilege levels.  Monitors ongoing operation of network systems to ensure hardware and software are functioning properly and that operational standards are met.  Performs daily system back-ups and upgrading of hardware and software as directed.  Uses established computer techniques to identify and promptly resolve network-related problems within the organization.  Troubleshoots hardware, software, Wide Area Network (WAN), and Local Area Network (LAN) problems where applicable, and coordinates with the Base Communications Squadron to ensure timely resolution.  Coordinates with the Base Communication Squadron for the establishment and implementation of LAN policies, procedures, and standards.  Identifies and determines corrective action to be taken in case of individual job failures not covered by standard procedures.  Resolves partial system failures (software or hardware-related) by providing for revised applications of system operating capabilities, which involves working through or around problems with reduced capacity, and readjusting the system when full operating configuration is resolved.  Participates with applications programmers and operations personnel to identify problems with applications, operating systems, or hardware that are difficult to pinpoint.  Suggests methods for sequencing and software/hardware operating configuration to accept new requirements and resolve processing malfunctions.  

STANDARDS:
A.  With few exceptions, promptly and effectively identifies, troubleshoots, reports, and resolves problems.

B.  Almost always properly identifies and determines corrective action to be taken for individual job failures.

C.  On a regular basis provides accurate advice and recommendations to users and upper management.

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

__________________________________________________________________________________________________
DUTY 2:








%
Critical



Serves as project officer for the life cycle management of computer systems and software in the Medical Group.  Administers the process to consider user requests for additional computer hardware and software.  Analyzes processes and/or problems relative to the design and selection of automated systems.  Conducts evaluation and analysis of all computer equipment and systems to determine if the facility environment can provide for system requirements, and infrastructure is in place to support the system.  Coordinates with other base agencies and contractors to ensure compliance standards are met.  Maintains an extensive organizational inventory of computer hardware and software.  Assists in the installation and testing of system releases and computer upgrades.  Makes recommendations for system improvements.  Establishes a Service Level Agreement with the Base Communications Squadron and other service providers. Ensures that service agreements meet the needs of the MTF and that services are provided within established guidelines.

STANDARDS:
A.  With few exceptions, accurately assesses the facility environment and infrastructure.

B.  Routinely coordinates with other base agencies and contractors in an appropriate manner.

C.  Normally analyzes processes and/or problems thoroughly.

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

____________________________________________________________________________________________

DUTY 3:








%  
Critical

Provides training and assistance and ensures information security and accountability for Medical Group computer equipment.  Maintains established applications programs, and modifies program contents to provide for new data and output when such changes do not modify the original programming logic and techniques.  Provides technical assistance to current and potential users of systems to minimize computer disruptions.  Monitors help desk trouble tickets, coordinating with and providing troubleshooting assistance.  Works closely with the base communications squadron help desk to resolve problems.  Establishes workload priorities based on customer requests.  Performs system diagnostics, troubleshooting procedures, and identifies and resolves software/hardware problems.  Takes preventive actions to preclude recurring problems or system inefficiencies.  Notifies users of delays or stoppage affecting timely work production and estimated time of completion.  Explains system capabilities, limitations, and job completion requirements to users.  Develops and conducts training for users of assigned systems.  Provides initial customer training and assistance for new computer systems.  Conducts Computer System Security Officer (CSSO) training for functional area CSSOs.  Plans and implements security plans, procedures, and training to comply with Wing, Air Force, and Department of Defense standards.  Develops and implements disaster plans and contingency operations plans, and exercises them on a regular basis.  Accomplishes risk analyses, accreditation, and certification packages.  Performs automated systems/material acquisition to request and obtain appropriate hardware, software, and supplies based on user requests, system expansion, or changes.  Investigates damaged and missing equipment and conducts inventories of ADPE equipment.  Verifies that all equipment attachments and powered support items are approved and in compliance with existing regulations, directives, and vendor specifications.  Researches current industry literature to identify/recommend equipment for upgrade and replacement purposes.  Maintains stocked parts to ensure prompt service and arranges for replacement parts.  Tracks and monitors system orders, requesting status of orders from contracting office and providing reports to supervisor and hospital staff.  Contacts requester concerning discrepancies and ambiguities and assists in resolving unusual problems.   Works with MAJCOM and the Air Force Surgeon General’s Office to refresh inventory on a cyclical basis.

STANDARDS:
A.  Routinely provides effective technical assistance to users so that few computer disruptions result.

B.  On a regular basis, effectively accounts for all equipment and conducts equipment checks resulting in an accurate inventory.

C.  Almost always, thoroughly evaluates the operability of security plans, contingency plans, procedures, and training to effectively plan and implement new and revised plans, procedures, and training.

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

DUTY 4:








%
Critical

Provides information management services to include database design, data analysis, and an information cross-walk providing customers with a detailed listing of information resources available in the MTF.   Provides information for standardized metrics and data analysis functions as required.  Serves as a member of the MTF’s data quality function to assist in developing MTF-wide plans and strategies to ensure data is accurate and available.  Works with the Resource Management Office, Medical Records, the Medical Library and other functions as required to ensure information is managed in accordance with the Joint Commission on the Accreditation of Healthcare Organizations (JCAHO) and Health Services Inspection guidelines.  Supports knowledge management functions in accordance with JCAHO’s intent.

STANDARDS:

A.  Routinely provides accurate raw data and data analysis for quality assurance and decision making purposes as deemed necessary/appropriate by the MTF’s Information Management Committee and the Executive Committee. 

B.  Typically works with other functional areas to ensure MTF data is accurate, complete and reported within established guidelines.

C.  On a regular basis, effectively provides customers with data for quality assurance purposes and database analysis or directs them to the appropriate OPR if that data is managed by another function.

KSA:  1, 3, 4, 5, 6
_________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of automated data processing and networking standards, policies, and techniques; and of facility environment and infrastructure to support computer systems, and to provide user support.
2.  Knowledge of computer hardware and software systems, including medical interfaces; and higher level programming languages.

3.  Knowledge of data content and output options for a variety of administrative, scientific and/or technical program applications that are processed on any of several multi-program operating systems.  

4.   Knowledge of data analysis and statistical methodology to support data analysis.
5.  Ability to use and maintain a computer system, equipment, and software; and analyze computer network, software, and hardware problems and develop effective and economical solutions.

6.  Ability to communicate effectively, both orally and in writing to train users and provide assistance to customers.  

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-6
950 Points

-- Basic knowledge of medical information systems, operational policy, and procedures.

-- Knowledge of computer equipment, internal computer processes, application and utility programs, and magnetic media.

-- Knowledge of a wide range of computer techniques, requirements, sources, and procedures. 

-- Knowledge of a wide range of analytical and diagnostic methods, procedures, and principles to identify system failures, take corrective actions to resume normal operations, and implement procedures to allow for partial use until problems are resolved.

-- Knowledge of some elements of programming, systems analysis, and equipment operations.

-- Knowledge of current system software supported at the organization to include operating system and application software packages. 

-- Knowledge of Hypertext Markup Language (HTML).

-- Knowledge of governing Air Force and civilian doctrine to include Joint Commission on the Accreditation of Healthcare Organization standards, Air Force and DoD Instructions, and Public Law.
-- Skill in ordering and interpreting system dumps, ordering and implementing back-up recovery procedures to replace faulty tapes or disks, reallocating equipment usage to work around equipment malfunctions, recognizing priority contentions, removing work from an operating schedule, and other similar actions involving knowledge of the equipment, programs, and operating options.

-- Skill in diagnosing and resolving problems with telecommunications, Local Area Network, and Wide Area Network systems to carry out assignments which may not be typical in nature and require adaptation of standard procedures and established practices to ensure a positive outcome.

Factor 2, Supervisory Controls





Level 2-3
275 Points

The supervisor provides direction on objectives and priorities for new work, deadlines, and deadline changes.  Many assignments are from hardware and software malfunctions and users’ requests for assistance.  The employee identifies the source and nature of problems and the work to be done; plans the work; carries out the required steps; and submits completed work to the users without supervisory review.  The employee commonly adapts or develops new work procedures and instructions for application by self and others.  Independently deviates from instructions to provide for unspecified dependencies and other changes based on past experiences and system flexibilities.  The employee seeks supervisory assistance and discusses problems related to the work when processing requests appear to exceed system capacity or could have adverse effects on other processing requirements.  Completed work is checked for adequacy based on customer feedback.  Work methods are not usually reviewed in detail.

Factor 3, Guidelines






Level 3-3
275 Points

Guidelines in the form of Air Force ADP standards, regulations, and policies, base network control center guidance, vendor provided software documentation, directives and applicable supplements, as well as precedent system designs are available for more routine functions such as troubleshooting equipment hardware and software problems.  In many cases, the employee must use judgment relating to the installation of new systems, its effect on users, and the reengineering involved in processes affected by the new system.  The employee is required to adapt guides, precedents, and current theory regarding implementing and supporting information systems to fit new system requirements or develop new ways to accomplish the work.  Guidelines may require modification to provide for adding new forms of input, meeting conflicting requirements, or adapting to a new hardware/software capability.  Employee may be required to develop local operating procedures and instructions based on Wing and Air Force level guidance.

Factor 4, Complexity






Level 4-3
150 Points

The employee performs a variety of related tasks that require differing methods and procedures to operate, install, maintain, and troubleshoot computer hardware and software.  The tasks encompass scheduling, troubleshooting software and hardware problems, solving operational problems, detecting patterns/common causes for recurring problems, explaining system capabilities, limitations and output variations to users, developing input requirements for revised applications programs, and implementing and testing the revised programs.  The employee will provide raw data for analysis, data analysis, data quality assurance, and other information management and knowledge management functions as deemed necessary by the MTF executive committee.  Decisions regarding what needs to be done for each assignment result from studying each work order or processing problem situations.  The employee explains system capabilities, limitations, and output variations to users and resolves problems for users who encounter system related problems.  Actions to be taken differ according to hardware and software constraints, customer needs, existing system capabilities, workload, and priority.

Factor 5, Scope and Effect





Level 5-3
150 Points   

The work involves resolving problems that are conventional to data processing, formulating recommendations, and analyzing a variety of programs, questions, or conditions associated with networks and related systems.  Solutions are not always covered by established or standardized procedures.  For example, the employee maintains established applications programs and modifies program contents to provide for new data and output when such changes do not modify the original programming logic and techniques; reviews, tests, and corrects procedures to resolve processing delays or failures; and explains to and assists customers in the application of system capabilities.  The work further involves management of information which will be provided as deemed necessary by the MTF executive committee.  This management of information includes data analysis, database management, and data quality assurance.  The work affects a wide range of customers using locally designed and/or standard systems.  Work products primarily support local users.

Factor 6, Personal Contacts





Level 6-2
25 Points

Contacts in addition to customers within the organization are with the Base Communications Squadron, Air Force Standard Systems Group, vendors, contractors, computer personnel from other base agencies, higher headquarters, peers at other facilities, and other military support agencies supporting computer services of the organization.  This position requires extensive contacts with managerial levels above the employee on a regular basis.  The contacts are structured and routine and the role of each participant is readily determined.  

Factor 7, Purpose of Contacts





Level 7-2 
50 Points

Contacts with customers and managers are to plan, coordinate, advise, modify, report, or contribute to solving problems related to computer systems hardware and software.  Contacts with computer personnel outside the organization are for the purpose of exchanging factual and situational information relating to methods, procedures, operating problems, and like situations.  

Factor 8, Physical Demands





Level 8-2
20 Points

The work involves regular and recurring periods of performing repairs and installing equipment requiring extended periods of standing, walking, stretching, bending, stooping, and carrying of objects weighing as much as 45 pounds.  

Factor 9, Work Environment





Level 9-1

5 Points

The majority of work is performed in a typical office setting that is adequately lighted, heated, and ventilated, but is not limited to this work environment.  Some work may be completed at the location of computer equipment that is in small, poorly lit areas.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
This position may be required to work other than normal duty hours.

__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDS USED:  OPM Position Classification Standard for Computer Clerk and Assistant, GS‑0335, HRCD-4 dated December 1997; OPM Job Family Position Classification Standard for Administrative Work in the Information Technology Group, GS-2200, covering the GS-2210, Information Technology Management Series, dated May 2001; OPM Classification Appeal Decision dated 17 July, 2001, decision number C-0335-09-02; US OPM Digest of Significant Classification Decisions and Opinions dated April 2002, Article 28-01; and AF/DPPH email dated 1 Nov 02, “Classification of Base Level Systems Positions in Functional Areas.”

Grade Level Determination:
This position is evaluated by the OPM Position Classification Standard for Computer Clerk and Assistant Series, GS-0335, as follows:  

FL 1-6/950; 2-3/275; 3-3/275; 4-3/150; 5-3/150; 6-2/25;7-2/50; 8-2/20; 9-1/5

GS-09 Point Range:  1855 - 2100

Total Points:  1900

Grade:  GS-09

Final Classification:  Computer Assistant, GS-0335-09

CLASSIFICATION REMARKS:  
NOTE TO USERS:  

This SCPD is intended for positions in the Medical 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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