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AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION

SCPD NUMBER

9G244

SUPV LEV CODE:       8

COMP LEV CODE:
O32A

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:  Teller, GS-0530-05

DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:  

1ST SKILL CODE:            100%  
BBV 
Teller

2ND SKILL CODE:

3RD SKILL CODE:

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 3/3/98

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 perform the full range of cash processing work involving receipt and disbursement of funds (to include foreign currency exchange) on a simultaneous basis.

The organizational location of this position is:
_________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:

The organizational goals or objectives of this position are: 

_________________________________________________________________________________________________

DUTY 1:








%                     Critical                

Performs the full range of collection and disbursement of cash/checks as a simultaneous operation.  Receives cash or checks in payment of services, fees, fines, and/or goods.  Reviews all documents for completeness, validity, authority, propriety, appropriation, authenticity, arithmetic correctness, etc.  Ensures necessary source documents are attached.  Prepares certificates of deposit and endorses negotiable instruments received in collections.  Examines currency for counterfeits.  Applying a thorough understanding of numerous regulations/instructions and policies/procedures pertaining to all types of disbursement transactions, independently makes disbursements of funds for payments to military and civilian personnel for pay authorizations, such as military and reserve payrolls, travel/per diem claims, and/or reimbursement for petty cash vouchers.  Reviews documents (e.g., vouchers, checks, money orders, bonds, etc.) for proper certification, date, designated payee, endorsement signature(s), monetary amounts, etc.

STANDARDS:

A.  With few exceptions, promptly and accurately processes cash collection and disbursement vouchers in accordance with established procedures.  

B.  Routinely ensures all proper supporting documents are present and accurately completed before payment is made.  

C.  Almost always, promptly reviews documentation for administrative correctness and validity of appropriate data.

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

_________________________________________________________________________________________________

DUTY  2: 








%                     Critical                  

Performs reconciliations, balancing, and auditing of receipts and disbursements in a large number of categories using Integrated Paying and Collecting System (IPC).  Performs daily cash counts and completes accountability forms.  Balances cash disbursed with paid vouchers and cash collections with collection vouchers.  Balances collections with disbursements and cash on hand.  Returns all cash to the supervisor or Financial Services Officer (FSO).  Keeps record of transactions by entering collections and disbursements either manually or into the appropriate computer system.  Reporting and balancing deadlines may be subject to short suspenses.

A.  With rare exception, promptly balances funds, collections, and disbursements each business day.

B.  Typically maintains records of financial transactions in a prompt and accurate manner.

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

_________________________________________________________________________________________________

DUTY  3:








%                     Critical                

Safeguards the work area.  Follows established security procedures to safeguard cash and financial instruments and provides security to the register, vault, and work center.

STANDARDS:

A.  With rare exception, follows established procedures to safeguard cash and financial instruments.  

KSA:  3

_________________________________________________________________________________________________

DUTY  4:








%                     Critical                 

Provides quality customer service and establishes good working relationships with all customers, co-workers, and Operating Location (OPLOC).  In a relatively fast-paced environment, instructs customers on correct procedures  and resolves complicated questions regarding various payments/collections requiring understanding of numerous regulations.  Provides mutual support and respect for co-workers.

STANDARDS:

A.  Routinely provides prompt, courteous, and personal service to customers.

B.  Typically exhibits courtesy, tact, and professional demeanor in relations with customers, co-workers, and OPLOC.  

KSA:  1, 5, 6

_________________________________________________________________________________________________

DUTY  5:








%                     Critical                

Independently performs miscellaneous cash processing duties at an overseas location.  Cashes checks (e.g., personal, travelers, etc.) for authorized military and civilian personnel and their dependents checking for proper identification and negotiability (e.g., proper date, endorsement, signature, agreement of figures, etc.).  Provides foreign currency exchange.  Performs daily cash counts and balances out both US and foreign currency.

STANDARDS:

A.  Almost always, promptly ensures disbursements match amounts appearing on checks.

B.  Normally provides accurate foreign currency exchange in accordance with established regulations and procedures. 

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

_________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):

1.  Knowledge of numerous regulations, instructions, policies, and procedures pertaining to all types of receiving and disbursing transactions to receive and disburse funds.

2.  Knowledge of the full range of vouchers supporting cash collections and disbursements; banking practices and currency; a wide range of appropriations; and foreign currency exchange.

3.  Knowledge of security regulations pertaining to security of funds and financial instruments. 

4.  Skill in detecting counterfeit currency and worn bills according to Treasury Department procedures.

5.  Ability to effectively communicate orally with a diverse group of individuals, and provide prompt and courteous customer service.

6.  Ability to operate a calculator, computer, adding machine, and/or cash register; and work accurately with figures.  

__________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required By The Position
Level 1-3     
350 Points

-- Knowledge of a body of standardized rules, regulations, instructions, policies and procedures to perform receipt and disbursement of funds as a simultaneous operation.

-- Substantial knowledge of banking practices and currency to perform the full range of cash processing work.

-- Knowledge of security regulations and procedures to ensure the safeguarding of cash and financial instruments.

-- Knowledge of various types of vouchers and funds appropriations to support the processing of cash collections and disbursements.

Factor 2, Supervisory Controls
Level 2-2     
125 Points

The employee works under general supervision.  The supervisor provides overall scope of the position, policies, procedures, and general methods to use with specific instructions on new or unusual assignments.  The employee works independently within standard operating procedures and applicable precedents referring unusual problems to higher authority.  Work is spot-checked to ensure compliance with regulations and procedures.  Problems outside the routine are checked in more detail to ensure special instructions are completed.  Unannounced counts/audits are conducted by personnel outside the line of supervision.

Factor 3, Guidelines
Level 3-2     
125 Points

Procedures for doing the work have been established and a number of specific guidelines are available, including accounting manuals, agency regulations and directives, and local operating instructions.  The number and similarity of guidelines and work situations require the employee to use judgment in locating and selecting the most appropriate guidelines, references, and procedures for application and in making minor deviations to adapt the guidelines in specific cases.  The employee may also determine which of several established alternatives to use.  When existing guidelines cannot be applied or if it appears significant proposed deviations from the guidelines are necessary, refers situations to supervisor.

Factor 4, Complexity
Level 4-3     
150 Points

The work includes the full range of cash processing work to include verifying, balancing, and reconciling  various kinds of transactions and listings.  Must be alert to errors, verifying proper funding is selected to ensure accuracy of cash accountability.  Disbursements include regular military pay allowances, supplemental pay allowances, final settlements and reenlistments, travel advances, final TDY and PCS settlements, and various sundry payments of claim reimbursements.  Incumbent is responsible for planning and scheduling work and meeting deadlines while keeping abreast of the diverse number of customers who appear at the window.  The employee must analyze each transaction and determine the appropriate procedures and guidelines to apply; there are typically a number of choices from which to make a selection.  The work requires identifying the type of transaction, the purpose for which it is being undertaken, as well as understanding relationships among different types of transactions.

Factor 5, Scope and Effect
Level 5-2     
 75 Points

The purpose of the work is to perform a full range of cash processing work involving the  execution of specific accounting rules, regulations, and procedures.  The work affects the adequacy and efficiency of the financial management function  and  affects the reliability of the organization’s financial support services provided to users, customers, etc.

Factor 6, Personal Contacts
Level/Points (see Factor 7)

The personal contacts are with employees in the same agency, but outside the immediate organization, including transit personnel.  People contacted generally are engaged in different functions, missions, and kinds of work in a moderately structured setting (e.g., the contacts are generally established on a routine basis, usually at the employee’s work place; the exact purpose of the contact may be unclear at first to one or more of the parties; and one or more of the parties may be uninformed concerning the role and authority of the other participants).

Factor 7, Purpose of Contacts
Level 6/7-2A
 45 Points

The purpose of the contacts is to obtain, clarify, or provide information related to the cash processing work.  This may involve answering routine questions or more technically oriented subject matter questions, such as providing factual information or interpreting processing procedures.

Factor 8, Physical Demands
Level 8-1     
  5 Points

The employee performs sedentary work while sitting comfortably.  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: 

1.  May be held financially responsible and assume pecuniary liability for monetary losses.

2.  Typing skill is desired, but the services of a qualified typist are not required.

3.  Must be accurate and precise in processing a variety of cash processing functions.  Must exercise alertness, composure, and good judgment in conducting polite but incisive questioning of suspicious persons without creating undue alarm to other customers.

_________________________________________________________________________________________________

CLASSIFICATION SUMMARY:

CLASSIFICATION STANDARD(S) USED:  US OPM Job Family Standard for Clerical and Technical Accounting and Budget Work, GS-0500, HRCD-4, Dec 97.
GS-05 Point Range:  855 - 1100

Total Points:  880

Grade:  GS-05

CLASSIFICATION REMARKS:

NOTE(S) TO USERS:

SCPD was updated 12/12/02.  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 11 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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