STANDARD CORE PERSONNEL DOCUMENT                                                                             Number:  9G048

____________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G048

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
K97A

TARGET GRADE:
05
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:
See Note(s) to Users

__________________________________________________________________________________________________

CLASSIFICATION:  Management Assistant (Office Automation), GS-0344-05

DUTY TITLE

__________________________________________________________________________________________________

ORG & FUNC CODE:


1ST SKILL CODE:
50%
ARJRMOMOC
Management Asst/Manpower & Org/Manpower & Org Contr

2ND SKILL CODE:
25%
AKKSUG
Assistant/Technician/Suggestions

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

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 01/16/97 

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 work in support of manpower/management analysis functions and assist in the administration of the suggestion program.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:  

__________________________________________________________________________________________________

DUTY 1:








%
Critical



Monitors and maintains Unit/Deployment Manning Documents (UMD/DMDs).  Assists in the preparation of manning documents and subsequent changes through research of manpower standards and unit type codes to determine numbers and types of support personnel requirements.  Reviews and processes authorization change requests (ACR).  Verifies functional account codes (FAC), functional request numbers, Air Force Specialty Codes, and other pertinent information and coordinates with operating officials and management analysts.  Prepares and updates manpower reports and charts and responds to inquiries concerning status of requests and maintenance of UMD.  

STANDARDS: 

A.  Routinely posts changes to UMD/DMDs and updates database in a timely manner.  

B.  Almost always effectively reviews change requests to ensure proper documentation is furnished.  

C.  Typically distributes products to customers in a timely manner.  

KSA:  1, 2, 3, 5, 6

__________________________________________________________________________________________________

DUTY 2:








%
Critical



Assists the suggestion program monitor in managing and administering the program.  Receives, reviews, and processes suggestions.  Returns ineligible submissions to originator.  Forwards complete package to OPR and establishes a suspense date and follows up periodically.  Answers inquiries concerning the suggestion program and keeps suggestor informed of status.  Assists in arranging for ceremonies and payment of awards.  Compiles information and prepares a variety of statistical reports and other correspondence.  Prepares promotion materials, bulletin articles, and informational material for program awareness.  Prepares slides, charts, and graphs to be used in briefings and presentations.  Reviews files on adopted suggestions for completeness and compliance with regulatory requirements.

STANDARDS:  

A.  With few exceptions, promptly inputs suggestions into a database tracking system and ensures suspenses are met in a timely manner. 

B.  Almost always effectively reviews suggestions for completeness, eligibility, and compliance with regulatory requirements and promptly distributes to appropriate OPR.

C.  Normally coordinates award nominations with appropriate officials and arranges for payment and presentation in a prompt manner.

KSA:  1, 2, 3, 5, 6

__________________________________________________________________________________________________

DUTY 3:








%
Critical



Performs administrative office support functions and maintains cooperative working relationships with co-workers, related functions, customers, and operating officials.  Performs a wide variety of record keeping, updating manuals on policy and directives, reporting, and informational duties in support of the organization’s programs, functions, and projects.  Establishes and maintains the office filing system.  Prepares reports and related correspondence in accordance with the Air Force regulations.  Disposes of obsolete or superseded files.  Answers telephone and greets visitors and provides information requested or refers to appropriate staff.  Distributes mail and messages, recording the receipt, suspense, and completion dates as appropriate.

STANDARDS:  

A.  With few exceptions, courteously receives, greets, and answers questions of visitors and promptly answers telephone calls.

B.  Routinely provides timely, accurate, and factual information to customers.

C.  Almost always effectively establishes controls and suspense dates and follows up to ensure that required actions and responses are made in a timely manner.  

KSA:  1, 2, 5

__________________________________________________________________________________________________

DUTY 4:








%
Critical



Uses multiple office automation software with varied functions to produce a wide range of documents that often require complex formats, such as graphics or tables within text, editing and reformatting electronic drafts, and updating or revising existing databases or spreadsheets.  Independently plans and performs complex office automation duties requiring different approaches and methods from one assignment to another, such as using different packages to: edit lengthy and complicated reports; collect, select, organize, and provide information; track the status of a number of projects assigned to the organization; and resolve incompatibility problems in transferring text from one software package to another when menu options and specific software instructions are not available.  Develops methods and procedures for office automation tasks, and identifies and solves problems in existing methods or procedures.  Uses word processing software to create, copy, edit, store, retrieve, and print forms, memos, and letters; uses 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.  Transmits and receives documents and messages electronically using personal computers or work stations 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: 1, 2, 3, 4, 5, 6

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of clerical or technical procedures and requirements related to manpower and management analysis assignments in order to screen phone calls and visitors, process ACRs, and answer routine questions concerning UMDs; rules, procedures, or operations applied to administrative and clerical assignments in order to perform the procedural work of the office such as preparing and editing documents and maintaining files/records; and the procedural aspects of the installation’s suggestion program.  

2.  Knowledge of correct grammar, spelling, punctuation, capitalization, and format to be able to accurately prepare and edit written correspondence and reports.

3.  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.

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

5.  Ability to locate, assemble, and compose information for routine reports, inquiries, and nontechnical correspondence; communicate effectively, both orally and in writing; and plan, organize work, and meet deadlines.

6.  Ability to perform basic arithmetic calculations. 

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required






Level 1-3
350 Points

-- Knowledge of clerical or technical procedures and requirements related to manpower and management analysis assignments.  

-- Knowledge of basic principles of arithmetic to make routine calculations using established formula.

-- Knowledge of various office automation software procedures and function keys to produce a wide range of documents that often require complex formats, such as graphics or tables within text, to edit and reformat electronic drafts, and to update and revise existing databases or spreadsheets.  Knowledge of the nature and capability of different software packages and the integration compatibilities among different software types.

-- Knowledge of standard office equipment such as electric/electronic typewriters, copiers, fax machines, and office automation systems to perform substantial range of office automation support.  

-- Knowledge of the organization and its functions and programs to answer inquiries of a general nature or refer to the responsible staff member.  Knowledge of subject-matter filing, receptionist duties, and other general clerical practices and operations of the office.  

-- Knowledge of the procedural aspects of the installation’s suggestion program.

-- Skill in compiling readily available data from prescribed sources and recognizing and correcting obvious discrepancies and data omissions.  

-- A fully qualified typist is required.
Factor 2, Supervisory Controls






Level 2-3
275 Points

The employee receives assignments or projects with established objectives, priorities, and deadlines.  The employee is responsible for planning, selecting methods, carrying out successive steps, and meeting deadlines.  The supervisor assists on unusual situations, problems, or studies that do not have clear precedents.  The employee deals with problems and deviations in accordance with training, instructions, and accepted practices.  Completed work is evaluated for compliance with policies and requirements, appropriateness of recommendations or conclusions, relevance of support material, consistency, technical soundness, and timeliness.  The methods used in arriving at the end results are not reviewed in detail.

Factor 3, Guidelines







Level 3-2
125 Points

The employee uses judgment to select the most appropriate guidance from a number of readily available and clearly applicable instructions and procedures, making minor deviations for specific tasks.  Guidelines typically include organizational operating procedures, organization charts, instructions and procedures for manpower/management analysis functions and processes; suggestion program administration; staffing allowances; mission and function statements; and similar information.  The supervisor or higher-level employee is consulted if the existing guidelines cannot be applied or significant deviations are proposed.

Factor 4, Complexity







Level 4-2
  75 Points

Duties involve related steps, processes, or methods; prescribed data sources; stable work units, and routine or standard assignments such as compiling and computing data, identifying trends or problems, and explaining procedures.  The employee determines what needs to be done making choices between a few alternatives with easily recognizable differences.  Identifies the basic instructions and procedures to follow from among a few established relevant alternatives.  Selects the appropriate action(s) or required response(s), considering such matters as:  the nature of the task or duty; basic purposes and characteristics of the work units, management analysis, manpower program areas, or suggestion program administration involved; or readily available sources of information.

Factor 5, Scope and Effect






Level 5-2
75 Points

The employee follows specific rules in performing the work, which is often a part of a broader assignment, project, or process.  The employee's work affects the adequacy, reliability, quality, and timeliness of manpower/management analysis products, recommendations, and processes.  The work also affects the accuracy and acceptability of information regarding the suggestion program.  

Factor 6, Personal Contacts






Level 6-2
25 Points

The employee regularly meets with agency employees from outside the immediate organization.  Contacts include supervisors and managers of the same agency and program and support personnel.

Factor 7, Purpose of Contacts






Level 7-a
20 Points

The purpose of contacts is to obtain, provide, and clarify facts or information.

Factor 8, Physical Demands






Level 8-1
5 Points

The work is mostly sedentary.  No special physical demands are involved.  There may be some walking, standing, bending, or carrying of light items.

Factor 9, Work Environment






Level 9-1 
5 Points

The employee works in an adequately lighted and ventilated office environment.  Observes normal safety precautions.  

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
__________________________________________________________________________________________________

CLASSIFICATION SUMMARY: 

CLASSIFICATION STANDARD(S) USED:  OPM Position Classification Standard for Management and Program Clerical and Assistance Series, GS-344, TS-124 dated May 1993; OPM Position Classification Standard for Office Automation Clerical and Assistance Series, GS-326, TS-100, dated November 1990; and OPM Office Automation Grade Evaluation Guide, TS-100, dated November 1990.

FACTOR LEVELS AND POINTS:  1-3/350, 2-3/275, 3-2/125, 4-2/75, 5-2/75, 6-2&7-A/45, 8-1/5, 9-1/5

GS-05 Point Range: 855 - 1100  

Total Points:  955

Grade:  GS-05

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

FACTOR LEVELS AND POINTS:  1-3/350, 2-3/275, 3-2/125, 4-3/150, 5-2/75, 6-1&7-A/30, 8-1/5, 9-1/5

GS-05 Point Range:  855-1100

Total Points:  1015

Grade:  GS-05

Factor Levels for factors 6/7 differ from the secretarial 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.  Differences in other factors are addressed in the Office Automation duty.

Final classification:  GS-0344-05, Management Assistant (OA) 

NOTE(S) TO USERS:

SCPD was updated 02/28/03.  The following updates were made:

Updated SCPD developed and classified office symbol to HQ AFPC/DPCMC.

Non-critical duties were changed to critical duties.

*Performance standards, as needed, were changed from absolute to non-absolute.

Number of KSAs was revised from 10  to 6 and KSAs were re-linked to the duties of the position.

*Performance standards may be edited locally but changes must be in accordance with appropriate appraisal guidance.  Absolute performance standards are acceptable only in cases where a single failure would result in loss of life, injury, breach of national security, or great monetary loss.

_________________________________________________________________________________________________
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