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AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G120
SUPV LEVEL CODE:
8
COMP LEVEL CODE:
O50A
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:  Military Pay Technician, GS-0545-05

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

1ST SKILL CODE:
100%
BCK
Military Pay Clerk/Tech
2ND SKILL CODE:


3RD SKILL CODE:


__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 01/15/98

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 provide a variety of military pay services for active duty, reserve, and/or retired service members as well as annuitants.
The organizational location of this position is:  

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

DUTY 1:









%
Critical



Determines, processes, and follows-up on a wide variety of active, reserve, retired, and/or annuitant pay entitlement actions which require carrying out numerous different and unrelated procedures.  Reviews and completes a variety of pay entitlement actions required to update a service member’s pay account.  Verifies eligibility, determines/authorizes entitlements, and makes adjustments to pay records based on standardized military pay rules, regulations, laws, procedures, or operations governing each pay entitlement.  Determines eligibility for and computes retirement pay which requires research of pay entitlement laws or regulations and review of the retiree’s pay account.  Reviews pay accounts to determine correct standard pay entitlements upon separation.  Processes actions to automated system(s) considering the effect one action may have on other actions.  Works actions on special pay and entitlement which does not involve extensive reference to or application of prior pay laws, regulations, and entitlements.  Ensures pertinent documents are complete and submitted/forwarded to the Defense Finance and Accounting Center.  Processes leave documents.

STANDARDS:

A.  Typically identifies type of required pay transactions correctly based on pay documentation submitted.

B.  Normally computes pay and allowances promptly and accurately.

C. Typically enters and/or reviews data in automated system(s) properly as required.

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

__________________________________________________________________________________________________
DUTY 2:









%
Critical



Assists in performing auditing work on various pay actions (e.g., settling back pay claims, resolving recent pay problems, etc.) ensuring the pay files are correctly updated and in balance.  Researches pay entitlement laws/regulations and current procedures.  Reviews substantiating and supporting pay authorization documents for propriety, authentication, accuracy, and compliance with applicable regulations, policies, and precedents.  Reviews files and computerized listings for information and currency including personnel actions and pay records to determine the nature and cause of errors.  Initiates corrective action and updates records in appropriate automated system(s).

STANDARDS:

A.  Routinely promptly performs audits of transactions ensuring compliance with policies and directives.

B.  With few exceptions, properly enters and/or reviews data in automated system(s) as required.

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

__________________________________________________________________________________________________
DUTY 3:









%
Critical



Receives and processes indebtedness actions against military members.  Initiates debt collection actions for overpayments and prepares initial correspondence.  Determines repayment schedules and notifies member of proposed action and member’s right to rebut or request change in terms of repayment.  Counsels members on rights, procedures, and information required concerning rebuttal, remission, and waiver procedures.  Forwards documentation to the appropriate level for a determination and suspends the item in the accounting system.  Reviews vouchers for transfers between funds on one-time collections.

STANDARDS:

A. With few exceptions, promptly reviews indebtedness listings and takes appropriate action for each debt.

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









%
Critical


Provides miscellaneous technical tasks in support of military pay actions.   May be required to train newly assigned leave clerks and lower-graded military pay clerks.  Demonstrates work procedures/methods and answers questions from leave clerks as well as assisting other military pay clerks/technicians.  Distributes daily register of leave transactions to using organizations.  On a limited basis, may be required to prepare Military Pay Orders (MPOs) for a variety of special pay actions.  Maintains logs and/or suspense files to ensure payment schedules and amounts are correct.

STANDARDS:

A. Routinely provides effective training to newly assigned leave clerks.

KSA:  1, 2, 4, 5, 6

__________________________________________________________________________________________________
DUTY 5:









%
Critical



Provides customer service in person or by telephone, and completes correspondence (e.g., answers written inquiries, prepares letters to obtain missing information, etc.) related to military pay.  Interprets customer’s inquiries and provides information on military pay to authorized personnel and agencies.  Establishes good working relationships with customers and employees within the organization.  Demonstrates mutual support and respect for coworkers.

STANDARDS:

A.  Routinely provides timely responses and acceptable solutions or alternatives to customer needs.

B.  Normally demonstrates courtesy, tact, and professional demeanor in relations with customers.

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

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  


1.  Knowledge of a body of standardized military pay rules, regulations, laws, allowances, and procedures; the data system(s) used to support military pay action; and federal debt collection rules and regulations.

2.  Skill in performing arithmetic computations to compute military pay.

3.  Ability to interpret/apply regulations and procedures related to military pay.

4.  Ability to communicate orally and in writing.

5.  Ability to operate a calculator.

6.  Ability to use a keyboard; a qualified typist is not required.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-3
350 Points

-- Knowledge of a body of standardized military pay rules, regulations, laws, procedures, or operations requiring considerable training and experience to perform the full range of standard clerical assignments and resolve recurring problems.

-- Knowledge of computerized military pay system(s) to process military pay actions for active duty, reservists, retired service members, and/or annuitants.

-- Knowledge of the various pay system coding procedures and requirements used for each type of pay document processed to enter, review, or change information in an individual’s pay account and to avoid adverse impact to previously processed actions.

-- Basic knowledge of the personnel processing system and the defense financial accounting system.

-- Ability to research various pay transactions, determine findings, and make appropriate corrections.

-- Ability to communicate orally and in writing in order to relate standard pay entitlements and provide assistance with pay problems.

Factor 2, Supervisory Controls





Level 2-2
125 Points

The employee independently completes recurring work, in line with the quality and timeliness criteria set by the supervisor.  The employee requests help with unfamiliar problems and receives additional instructions regarding new, difficult, or unusual work at the time of the initial assignment and during its progress.  Finished work is reviewed for technical accuracy and compliance with instructions and established procedures.  New or unusual assignments are reviewed in detail to ensure instructions are carried out properly.

Factor 3, Guidelines






Level 3-2
125 Points

Procedures and instructions for reviewing and processing assigned pay actions are readily available.  These guides include the DOD Pay Manual, pay charts, specific guidance based on Comptroller General Decisions, various regulations and manuals, and instructions and procedures related to the automated systems used.  The employee uses judgment to apply the guides to different types of actions and problems encountered and to determine the sources of errors.  Upon research and if guidelines cannot be applied, the employee refers these cases to the supervisor before processing.
Factor 4, Complexity






Level 4-3
150 Points

The employee performs a variety of duties related to establishing and maintaining pay records and determining entitlement to pay and benefits that use different and unrelated processes, procedures, or methods.  Typical duties include:  reviewing and completing a variety of pay entitlement actions; verifying eligibility; determining/authorizing entitlements; and/or responding to requests for information pertaining to standardized regulations or procedures from a variety of sources.  The employee decides what needs to be done by identifying the nature of the problem, question, or issue; determining the need for and obtaining additional information through oral or written contacts; or by reviewing regulations and manuals.  The employee may have to consider previous actions and understand how these actions differ from or are similar to the issues at hand (e.g., making adjustments due to recent pay problems).  The employee makes recommendations or takes actions (e.g., determines eligibility for deductions, entitlements, or claims; verifies factual data; or makes other financial determinations) based on a case by case review of the pertinent regulations, documents, or issues involved in each assignment or situations.

Factor 5, Scope and Effect





Level 5-2
75 Points

The employee applies standard military pay rules, practices, or procedures in the establishment, maintenance, and review of pay accounts.  The work affects the timeliness of pay actions processed; the accuracy of monthly payments made to service members, dependents, or annuitants; or the timely collection of debts.  The work may also affect the accuracy of further processes performed by related personnel in various organizations. 

Factor 6, Personal Contacts





Level/Points (see Factor 7)

Contacts are primarily with current or former service members, annuitants, retirees, agency employees outside the immediate office, and employees of other federal agencies.

Factor 7, Purpose of Contacts





Level 6/7-2a
45 Points

Contacts are made to obtain, clarify, or provide information related to pay issues; answer procedural questions; secure necessary pay documentation; and explain military pay entitlements.
Factor 8, Physical Demands





Level 8-1
5 Points

The employee performs sedentary work; however, 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 and exercises normal safety precautions.

_________________________________________________________________________________________________

Other significant facts pertaining to this position are:
_________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD USED:   US OPM Job Family Standard for Clerical and Technical Accounting and Budget Work, GS-0500, HRCD-4, December 1997.
GS-05 Point Range  855 - 1100

Total Points:  880

Grade:  GS-05

CLASSIFICATION REMARKS:  
NOTES TO USERS:

SCPD was updated 02/14/03.  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 were changed from absolute to non-absolute.

Number of KSAs was revised from 8 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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