STANDARD CORE PERSONNEL DOCUMENT

                       Number:  9G105

__________________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:
SCPD NUMBER:
      9G105

SUPV LEVEL CODE:     8
COMP LEVEL CODE:  K18A

TARGET GRADE:        08
FLSA:
      Non-Exempt

JOB SHARE:  
CAREER PROG ID:

SENSITIVITY:  
BUS:

EMERGENCY ESS:  
DRUG TEST:

KEY POSITION:  
POSITION HIST:
       See Note(s) to Users


___________________________________________________________________________________________________

CLASSIFICATION:  Closed Microphone Reporter (Office Automation), GS-0319-08

DUTY TITLE:  

___________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
75%
ANV
Closed Microphone Reporter

2ND SKILL CODE:
25%
OAS
Office Automation Clk/Ast

3RD SKILL CODE: ___________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 4/23/97 

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:
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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 record and transcribe high speed, verbatim dictation, involving specialized terminology, using a closed microphone or similar mechanical equipment, in support of the base judicial system and other statutory or regulatory proceedings requiring a transcript of proceedings.
The organizational location of this position is:  

___________________________________________________________________________________________________ORGANIZATIONAL GOALS OR OBJECTIVES:  

__________________________________________________________________________________________________

DUTY 1:








%
Critical

Utilizes a closed microphone or similar mechanical equipment to record high speed dictation at various types of informal and formal legal proceedings, such as courts-martial, grievance hearings, and investigation boards.  Identifies each speaker and records proceedings verbatim, incorporating legal, technical, medical, or other specialized terminology.  Proceedings usually are informal, or formal which usually lapse frequently into a very informal mode, with multiple speakers speaking out of turn, frequent outbursts, and usually consist of numerous participants (over 10), which include prosecuting and defense counsel, military judge, court members, witnesses, and the accused.  Members often interrupt each other under emotional and strained circumstances, causing voice peculiarities and imperfections in speech.  Testimony may be elicited in a foreign language requiring an interpreter, or the testimony may be given with a heavy foreign accent, adding to the difficulty of comprehending the testimony.  Only under unusual circumstances may the reporter interrupt proceedings by requesting repetition or clarification.  As required, locates prior testimony and reads it verbatim to the court.
STANDARDS:
A.  Normally takes verbatim recordings of legal proceedings in an accurate manner.

B.  Typically locates and reads back testimony or other relevant data from record upon request in a prompt manner.

KSA:  1, 4, 6

___________________________________________________________________________________________________

DUTY 2:








%
Critical

Transcribes and assembles records of trial, ensuring that proper notations are made as to the swearing of court or board members, legal advisors, counsel, and witnesses.  Types final, verbatim or summarized record, with full responsibility for grammatical accuracy, completeness, and appropriate format.  Uses discretion in summarizing testimony to reflect the content of the verbatim record sufficiently to meet regulatory and appellate requirements.  Prepares complete index of the record including all exhibits, testimony of each witness, pleas, findings of court, sentence, motion, challenges, etc.  Obtains required signatures of court members, counsel, accused, military judge, and legal advisor.  Researches technical dictionaries, texts, unpublished research, or material in legal libraries to locate supplemental material to complete the record of trial or to ensure the accuracy of terms involved.  Prepares all documentation and other details necessary to close the court record.  Disseminates record in accordance with existing directives. 

STANDARDS:
A.  With few exceptions accurately types recordings, using verbatim or summary format as directed.

B.  Typically completes records correctly and in accordance with appropriate procedural and regulatory requirements.

KSA:  1, 2, 3, 5, 6

___________________________________________________________________________________________________

DUTY 3:








%
Critical

Performs actions necessary to prepare for hearings and other proceedings.  Secures seating charts and obtains information on participant identities.  Secures and marks, in chronological order, documents and exhibits offered or received in evidence.  Checks recording equipment and ensures it is in proper working order for hearings.  Assists counsel for both sides and the military judge in the preparation of any required documents.  May be responsible for the receipt, control, logging, safekeeping, and necessary action on classified materials. 

STANDARDS:
A.  Usually accurately prepares pretrial materials and typically completes all actions necessary in setting up the courtroom.

B.  Typically marks, identifies, and secures exhibits properly.

C.  Normally provides prompt assistance in preparation of pre-proceeding documents.

KSA:  1, 6

___________________________________________________________________________________________________

DUTY 4:








%
Critical

Performs administrative office support functions and maintains cooperative working relationships with co-workers, related functions, customers, and operating officials.  Provides information to managers, supervisors, and other interested parties about the application of laws, regulations, and procedures involving case coordination or other related technical matters.  Gathers relevant information and prepares reports involving status of legal office activities.  Prepares a variety of legal forms and documents.  May be required to train less experienced reporters.  Reviews transcripts completed by others, identifies deficiencies, and provides appropriate remedies.  Performs notary public services as necessary.

STANDARDS:
A.  Typically provides accurate information to managers, supervisors, and other interested parties in a courteous manner.

B.  Generally provides assistance and oversight to less-experienced reporters in an effective manner.

C.  With few exceptions, accurately prepares a variety of legal forms.

D.  Normally performs notarization services properly.

KSA:  1, 2, 3, 6

___________________________________________________________________________________________________

DUTY 5:








%
Critical

Uses varied and advanced functions of word processing software to create, format, modify, edit, and print a variety of transcripts, letters, reports, memos, and other legal documents.  Uses advanced functions to include:  automatic generation of indices and tables of contents, creation of glossaries, headers and footers, and precise alignment of multiple columns.  Performs such functions as add, copy, correct, delete, or move text, automatically print document identification or other notations at the top or bottom of each page; automatically number pages; check documents for spelling errors; designate some characters as boldfaced, underlined, and/or italic; and search for and change specific text within a document.  Uses word processing software to create, copy, edit, store, retrieve, print forms, memos, and letters.  Receives and transmits electronic mail.  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.  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.  Receives and transmits electronic mail.

STANDARDS:
A.  Typically uses word processing software effectively to prepare/develop accurate transcript of record and legal forms.

B.  Routinely receives and transmits electronic messages and documents promptly and appropriately.

KSA:  2, 3, 5, 6 
___________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of an extensive body of rules, procedures, formats, protocols and specialized terminology as they relate to formal legal proceedings, to prepare, process, and disseminate legal forms and documents, and to carry out legal notarial acts.

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 word processing automation software functions to support office operations and produce a variety of textual documents, such as legal proceedings, letters, reports, memos, and form letters.

4.  Skill to operate closed microphone equipment, or similar mechanical equipment, sufficient to take dictation at speeds of not less than 175 words per minute to reproduce material on a disk, cylinder, or similar device.

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

6.  Ability to communicate effectively, both orally and in writing and to provide training and guidance to others.

___________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required By The Position 



Level 1-5
750 Points

-- Knowledge and skill in operating closed microphone equipment sufficient to take high speed dictation (175 wpm) and provide verbatim recordings of courts-martial, grievance hearings, trials, and investigative hearings involving a wide range of highly specialized legal, medical, and/or technical terminology.

-- Knowledge of legal documents, processing requirements, and the protocols and methods used in legal proceedings.

-- Knowledge of grammar, spelling, punctuation, and proper format.

-- Knowledge of the nature and capability of word processing software procedures and function keys to perform a substantial range of functions, such as generating tables of contents and indices, creating glossaries, and precise alignment of multiple columns. 

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

Factor 2, Supervisory Controls





Level 2-3
275 Points

The supervisor makes assignments by defining objectives, priorities, and deadlines; and assists the employee with unusual situations which do not have clear precedents.  The employee independently makes verbatim recordings, including insertion of supplemental material in accordance with notations made during the recording.  The employee is solely responsible for the accuracy of the transcribed record.  Final work is reviewed for proper form and completeness.  The methods used in providing transcripts are not susceptible to review.

Factor 3, Guidelines






Level 3-3
275 Points

Administrative procedures and guidelines are available for convening a court or a board, but they are not applicable to all situations.  Material recorded routinely concerns complex and specialized subject matter fields involving legal, medical, or other terms which necessitate considerable judgment and independent research of reference materials.  Judgment is required in locating personnel in concerned organizational units of the employing agency to ensure the accuracy of terms used, and in locating supplemental material and deciding whether it should be included in a summary or in the record.  Uses judgment in properly identifying and protecting exhibits which have been received in evidence, and in deciding how best to assemble all documents to conform to the formal requirements of regulations and verbatim proceedings.

Factor 4, Complexity






Level 4-4
225 Points

The work typically includes varied duties requiring many different and unrelated processes and methods.  Assignments involve specialized, unrelated areas of administrative or technical subject matter and exceptional difficulty in the recording situation.  Decisions regarding what needs to be done include the assessment of unusual circumstances, variations in approach, and incomplete or conflicting data.  Verbatim transcripts of specialized terminology are required, and interruption is not permitted except when speech is inaudible or unintelligible.  The work requires making many decisions concerning the interpretation of considerable data or refining the methods and techniques to be used.  Courts, hearings, and conferences usually involve numerous participants (over 10), and are conducted in an informal manner with rapid interchange and overlapping speech.

Factor 5, Scope and Effect





Level 5-2
75 Points

The primary purpose of the work is to record and produce verbatim transcripts for administrative record purposes, as evidence in hearings or court cases, or for similar purposes.  The employee is personally responsible for one segment of the proceedings; i.e., the official record.  The services provided affect other organizations or individuals who depend upon the accuracy of the transcript in further decisions, higher level appeals, etc. 

Factor 6, Personal Contacts





Level 6-
2
25 Points

Personal contacts include military judges, trial and defense counsel, court members, personnel at all levels on the installation, witnesses, and legal assistance clients.

Factor 7, Purpose of Contacts





Level 7-B
50 Points

The purpose of the contacts is to resolve problems or to make arrangements for the recording of proceedings.

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 work is normally performed in an office setting which is adequately lighted and ventilated.  Observes normal safety precautions.

Other significant facts pertaining to this position are:
1.  Work may occasionally require travel away from the normal duty station on military or commercial aircraft.

2.  May be required to obtain security clearance.

___________________________________________________________________________________________________

CLASSIFICATION SUMMARY:

CLASSIFICATION STANDARD(S) USED:  OPM Position Classification Standard for Closed Microphone Reporting Series, GS-319, TS-34 dated January 1979; Typing and Stenography Grade Evaluation Guide (Part II), TS-100 dated November 1990; Office Automation Clerical and Assistance Series, GS-326, TS-100 dated November 1990; and Office Automation Grade Evaluation Guide, TS-100 dated November 1990.

Factor Levels and Points: 1-5/750, 2-3/275, 3-3/275, 4-4/225, 5-2/75, 6-2/25, 7-b/50, 8-1/5, 9-1/5
GS-08 POINT RANGE:  1605-1850

TOTAL POINTS:  1685

GRADE:  08

OPM Classification Appeal dated 28 Oct 83 and HQ USAF/MPKC Ltr dated 1 Feb 84 were also used in evaluating this position.

CLASSIFICATION REMARKS:
The office automation duties were evaluated against the GS-326 guide as follows:

FACTOR LEVELS AND POINTS:  1-3/350, 2-2/125, 3-2/125, 4-2/75, 5-1/25, 6-1&7-A/30, 8-1/5, 9-1/5

TOTAL POINTS:  740

GS-04 POINT RANGE:  655-850

GRADE:  GS-04

Factor Levels for factors 6/7 differ from the closed microphone reporter 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:  Closed Microphone Reporter (Office Automation), GS-0319-08

NOTES TO USERS:  

1.  For clarification purposes, informal proceedings are those in which participants generally speak at will, and there is usually no prescribed order followed in the course of the proceedings.  As a result, rapid interchange and overlapping speech often occur, participants are frequently not identified, and the requirement for rapid adjustment to frequent changes in voices is generally paramount.  Formal hearings, which frequently lapse into the characteristics of an informal proceeding as clarified above, and which result in the same difficulty in identifying the speaker and correctly associating speaker with material, are also covered by this series.

2.  SCPD was updated 06/25/02.  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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