STANDARD CORE PERSONNEL DOCUMENT

                     Number:  9G269


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)
ORGANIZATION:

SCPD NUMBER:
9G269

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
K32A

TARGET GRADE:
06
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:
See Note(s) to Users

__________________________________________________________________________________________________

CLASSIFICATION:  Computer Operator, GS-0332-06

DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
75%
APF
Computer Operator

2ND SKILL CODE:
25%
APFAPH
Computer Operator/Peripheral Equipment

3RD SKILL CODE:

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 5/20/98

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:
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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 operate the controls of a high-speed digital computer system and peripheral equipment in support of computer operations.

The organizational location of this position is:
__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:

The organizational goals or objectives of this position are:

__________________________________________________________________________________________________

DUTY 1:








%
Critical



Operates a high-speed digital computer system.  Processes batch and on-line application programs.  Prepares 

the equipment for operation and checks set up loaders.  Forecasts computer product requirements.  Plans and systematically schedules jobs.  Processes program releases.   Follows schedules, run sheets, and related instructions for processing requirements.  Enters operator commands to initiate job processing.  Monitors system status and controls priorities, print queues, and printers.  Detects system messages indicating problems in disk or tape drives or in communications channels.  Uses operator commands to control job output.  Performs incoming and outgoing tape transmits.  Monitors job processing flow by observing and controlling console messages to avoid backlog or delays.  Participates in shift turnover activities by using incident log.  Discusses work in progress, problems relating to production schedules, system status, equipment malfunctions, and other operational problems with incoming shift supervisor, users, and/or schedulers.  Performs power-up/down procedures.  Makes computer console settings to activate internal control and utility program.  Activates peripheral devices by setting switches and making console key-ins to link the various devices with the control programs and main memory.  Monitors log-in procedures.  

STANDARDS:
A.  With few exceptions, efficiently and effectively operates the computer system in accordance with processing requirements, and performs power-up/down procedures in an appropriate manner.

B.  Routinely detects system problems in an effective and timely manner.

C.  Almost always, accurately identifies and discusses operational problems with incoming shift personnel.

KSA:  1, 2, 3, 5

__________________________________________________________________________________________________

DUTY 2:








%
Critical



Recognizes, diagnoses, and acts on commonly occurring hardware/software problems.  Investigates system malfunctions to determine cause.  Initiates corrective actions when programs abort by checking console message and reviewing system lists and job control language transmits.  Reviews manuals and standard operating procedures, troubleshoots suspected causes, and makes corrections or refers unresolved problems to the supervisor.  Takes immediate action to resolve circuit outages.  Analyzes operational problems and implements restart/recovery procedures to restore system operation.  Uses alternate software to solve operational problems.  Initiates bypass or default routines to switch various media to alternate peripheral devices to minimize downtime.  Contacts vendor to have equipment repaired, as necessary.  Performs system back-up or shut-down procedures for all systems and equipment when required.
STANDARDS:
A.  With rare exception, promptly and reliably recognizes, diagnoses, and acts on hardware/software problems.

B.  Typically takes appropriate, immediate action to resolve circuit outages.

C.  Almost always, effectively minimizes system downtime.

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

__________________________________________________________________________________________________

DUTY 3:








%
Critical



Performs periodic or scheduled preventive maintenance for a variety of complex systems.  Runs diagnostic and reliability tests and corrects conditions.  Adjusts settings or controls on devices within area of responsibility.  Periodically cleans highly sensitive hardware, such as electromagnetic, photoelectric, laser, and mechanical high-speed computer peripheral or processing equipment prone to collect dust, lint, or other particles.  Monitors automated environmental system to avoid improper temperature, humidity, or particle content within the computer room.  Applies emergency procedures in case of natural or man-made disasters and security risk situations.

STANDARDS:
A.  With few exceptions, effectively corrects conditions that respond to standardized control procedures or precedent options.

B.  Generally adjusts settings or controls accurately.

C.  Routinely verifies that the work area meets environmental standards.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________

DUTY 4:








%
Critical



Performs administrative functions.  Serves as a control point for processing requests.  Reviews processing schedules, run sheets, and related instructions to identify processing requirements.  Prepares malfunction reports and coordinates with host site and local user.  Maintains system logs and other records of computer operations, such as documentation of equipment operations problems, system malfunctions, systems status, and corrective action taken.  Maintains inventory of computer supplies necessary to keep systems functioning smoothly.  Plans for requirements generated by future system enhancements.  Participates in the development of operating instructions or techniques to cover new or unanticipated problems.  Follows security procedures and regulations for processing and controlling access to classified materials.  Analyzes computer products to determine unauthorized use or weakness in the assignment of user access rights.  Performs quality control of computer-produced reports.  May serve as tape librarian, documenting tapes received, processed, and mailed out.

STANDARDS:
A.  Normally identifies processing requirements in an accurate manner.

B.  Typically prepares and coordinates malfunction reports in an effective and timely manner.

C.  Routinely provides valuable and timely input to the development of operating instructions or techniques, and regularly performs quality checks on the accuracy of data in management reports.

KSA:  1, 2, 3, 5, 6

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):

1.  Knowledge of operating systems and associated equipment configurations, including peripheral and teleprocessing equipment and connecting channels; and computer operations and standard problem solving rules, procedures, techniques, and methods.

2.  Knowledge of system control language and terms for console commands.

3.  Knowledge of communication and security regulations, guidelines, traffic flow, and procedures.

4.  Knowledge of the appropriate environmental standards necessary for continuous computer operations.

5.  Ability to operate a high speed digital computer and peripheral equipment, and isolate and resolve routine computer processing problems.

6.  Ability to communicate effectively, both orally and in writing.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required By The Position



Level 1-4
550 Points

-- Practical knowledge of an extensive body of standardized, optional, and precedent computer operations and problem solving rules, procedures, techniques, and methods to operate computer systems and to isolate and resolve recurring problems in one or several computer systems.

-- Knowledge of the operating system and associated equipment configurations, including peripheral and teleprocessing equipment and connecting channels, to enter and maintain a constant flow of programs/jobs through the system and to monitor the system to identify the nature and scope of problems in programs and equipment and report program errors to appropriate specialists.

-- Knowledge of system control language and terms for console commands to direct work around troublesome equipment, reconfigure the system to function with reduced memory capabilities, or increase the amount of main memory available to applications and test programs.  This knowledge is also used to install new programs and modifications developed by computer specialists.

-- Knowledge of communication and security regulations, guidelines, traffic flow, and procedures.

-- Knowledge of the appropriate environmental standards necessary for continuous computer operations.

Factor 2, Supervisory Controls





Level 2-3
275 Points

The supervisor assigns work by defining objectives, priorities, and deadlines, and informs employee about changing priorities and unusual deadlines for new work.  The employee identifies the specific work to be done, plans and carries out a schedule or sequence of processing, and submits completed work to users without supervisory review.  Completed work is reviewed for conformity to deadlines and accepted practices on the basis of end-of-shift reports, operator log notes, and responses from users regarding the timeliness, quality, and accuracy of work products.  Work methods are not normally reviewed.

Factor 3, Guidelines






Level 3-2
125 Points

Written guidelines consist of equipment operating manuals, local schedules, procedures, and special operating instructions.  Guidelines are detailed as to what is to be done and how to evaluate and resolve frequently encountered problems.  Selection of an appropriate guideline for specific conditions or circumstances is usually clear cut.  The employee uses some judgment in deviating from established work methods and procedures and adjusting schedules to allow for high priority jobs.  Unusual conditions for which precedents have not been established, or for which established options will not work, are referred to the supervisor.

Factor 4, Complexity






Level 4-2
75 Points

Employee performs a variety of related tasks involving standardized methods and procedures for operating computer systems that process multiple programs.  The employee decides what needs to be done in setting up and maintaining the flow of work for recurring and special jobs and in resolving recurring kinds of operating problems according to established procedures by recognizing the existence or absence of normal processing capabilities.  The employee selects and applies different procedures and methods according to the facts presented.

Factor 5, Scope and Effect





Level 5-2
75 Points

The work involves a range of computer operating, controlling, and problem-solving duties for computer systems through control consoles according to established procedures, work methods, and equipment operating techniques.  The employee also identifies and corrects common, recurring errors and problem conditions in operating computer systems according to specific procedures and methods.  The results of the work are completed computer processing products used in other subject matter processes or system reports used by analysts to determine why equipment or programs failed to operate properly.  Results of the work affect the reliability and acceptability of subsequent data processing and subject matter processes by assuring a continuous processing workflow, correcting processing failures, assuring proper interconnections between the host computer and terminal users, and providing timely products.

Factor 6, Personal Contacts





Level 6-2
25 Points

Personal contacts are with specialists in data processing and subject matter areas outside the immediate organization and with other users of data processing services and products, such as recipients of printed products and users of terminal stations.  The contacts may be initiated by either party and the role of each participant and the purpose of the contacts are readily established.  Personal contacts are also made with vendor representatives concerning equipment failures and scheduled maintenance.

Factor 7, Purpose of Contacts





Level 7-1
20 Points

The purpose of contacts is to provide or exchange such factual information as the status of work in progress, system operating status, and equipment malfunction conditions, or explain established work methods, processes, and schedules. 

Factor 8, Physical Demands





Level 8-2
20 Points

The work requires extended regular and recurring periods of caring for or performing minor repairs on equipment and carrying or loading paper, tapes, or cards that weigh as much as 40-50 pounds.

Factor 9, Work Environment





Level 9-1

5 Points

The work involves common risks or discomforts requiring normal safety precautions, typical of offices, meeting rooms, and libraries.  The work area is adequately lighted, heated, and ventilated.  Employees in or adjacent to computer rooms may be within environmentally controlled areas which, although relatively cool, require only normal clothing to compensate for minor discomfort.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  The employee may be required to work other than normal duty hours, which may include evenings, weekends, and/or holidays.

__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM Position Classification Standard for Computer Operation Series, GS‑0332, HRCD-4 dated December 1997; and DoD Civilian Personnel Management Service Classification Appeal Decision dated May 15, 1996.

GS-06 Point Range:  1105 - 1350

Total Points:  1170

Grade:  06

CLASSIFICATION REMARKS:

NOTE(S) TO USERS:

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 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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