STANDARD CORE PERSONNEL DOCUMENT

                   Number:  9G275


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)
ORGANIZATION:

SCPD NUMBER:
9G275

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
K55A

TARGET GRADE:
05
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:
See Notes to Users

__________________________________________________________________________________________________

CLASSIFICATION:  Computer Assistant, GS-0335-05

DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
50%
APUCSS
Computer Clerk/Assistant/Comptr Speclst Support

2ND SKILL CODE:
25%
APUCST
Computer Clerk/Assistant/Subject Matter User Suppt

3RD SKILL CODE:
25%
APUDRA
Computer Clerk/Assistant/Production Control

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 10/22/98 

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 computer support and services to computer specialists and the organization.  Performs coding and software installation duties.  Resolves processing problems related to control.

The organizational location of this position is:
__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:

The organizational goals and objectives of this position are:

__________________________________________________________________________________________________

DUTY 1:








%
Critical



Supports computer specialists by coding, testing, and maintaining documentation of computer programs that are processed on several computer systems within established procedures, and making adjustments based on experiences and precedent actions.  Performs recurring coding of application program revisions in COBOL, FORTRAN, or other higher level programming language(s).  Assists with maintaining program databases by making routine modifications to the internal program structure of database files/records.  Determines detailed sequence of actions in program logic under the guidance of computer programmers.  Prepares documentation including flow charts, tables, and narrative descriptions to document changes in inputs, outputs, decision rules, equipment used, and operating modes from drafts or detailed definitions provided by specialists.  Assists in maintaining user reference manuals supporting the programs and hardware utilization.  Maintains a wide variety of computer system manuals and procedures. 
STANDARDS:
A.  With few exceptions, accurately and completely codes, tests, and programs.

B.  Typically makes routine modifications to the databases that are well researched and produce desired results.

C.  Almost always, thoroughly and completely prepares program documentation and draft standard operating procedures.

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

DUTY  2:








%
Critical


Provides services in association with the installation, movement, maintenance, and accountability of hardware items.    Installs or moves new, updated, or repaired hardware.  Performs configuration of computer system components.  Records the temporary and/or permanent transfer of hardware.  Works with computer specialists to accomplish complete component testing/validation of hardware ranging from user items to resident host system.  Completes the appropriate worksheets and reports.  Periodically checks equipment status to confirm that items correspond to the inventory, are used as specified, and unauthorized modifications have not occurred.  Applies precedents and system flexibilities to resolve familiar problems, referring unfamiliar situations or deviations from established practices to supervisor or higher-level specialist.

STANDARDS:
A.  Routinely ensures installed equipment conforms to internal standards.

B.  With few exceptions, efficiently performs component testing/validation of hardware in accordance with preventive maintenance program.

C. Generally conducts effective equipment checks resulting in an accurate inventory.

KSA:  1, 2, 5, 6

__________________________________________________________________________________________________

DUTY  3:








%
Critical



Accomplishes recurring software installation and records maintenance requirements.  Installs and removes software packages to include operating system, office automation, and special purpose software.  Loads appropriate printer drives for each software package to ensure compatibility with attached printer.  Performs system tests and completes appropriate worksheets and reports.  Maintains computer system manuals containing start-up instructions, system loading, and restart and recovery procedures.  Applies precedents and system flexibilities to resolve familiar problems, referring unfamiliar situations or deviations from established practices to supervisor or higher-level specialist.  
STANDARDS:
A.  Typically installs and maintains software in an accurate and timely manner.

B.  Almost always, performs system tests in accordance with standard operating procedures and in an efficient manner.
C.  Normally maintains computer manuals and software records in an accurate and up-to-date manner.

KSA:  1, 2, 3, 5, 6

__________________________________________________________________________________________________

DUTY  4:








%
Critical



Performs tasks involving control of incoming and outgoing products.  Receives input materials and logs in job requests.  Reviews product description on recurring job requests and selects and applies established procedures and methods to satisfy product requirements.  Assembles all data for operator use.  Monitors jobs in progress to detect equipment or potential program problems and monitors the equipment for continuity of operations.  Performs system diagnostics and identifies and resolves processing problems related to control involving format, sequencing, and similar problems.  Takes preventive actions to preclude recurring problems or system inefficiencies.  Confers with supervisor or higher-level employee on recurring irregularities in data.  Checks job status to determine estimated completion time or to identify and explain reasons for delays.  Notifies affected customers of delays in schedules and/or processing.  Performs quality control review of output.  Reviews and distributes output to users.

STANDARDS:
A.  Routinely ensures accuracy and completeness of job requests.

B.  With few exceptions, properly diagnoses and resolves processing problems.

C.  Generally takes effective and timely preventive actions.

KSA:  1, 2, 5, 6

__________________________________________________________________________________________________

DUTY  5:








%
Critical



Provides guidance and assistance to customers.  Assists customers in the effective usage of software packages and equipment.  Recommends preventive actions to customers to preclude recurring problems or system inefficiencies. Resolves customer problems and answers questions related to improper input, procedures, instructions, database error, and  

software or hardware problems.  Ensures that application packages satisfy individual user needs, are used to their full capacity by all appropriate organizational elements, and interface with other applications.

STANDARDS:
A.  With few exceptions, accurately and courteously provides guidance and assistance to customers.

B.  Generally recommends effective and reliable preventive actions.

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

_________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of DoD and Air Force automated data processing standards, policies, and techniques.

2.  Knowledge of information processing sequences, controls, and procedures; and computer hardware and/or software systems and their interfaces.

3.  Knowledge of COBOL, FORTRAN, or other higher level programming language; and the terminology, codes, abbreviations, and graphics for preparing system documentation or programs.

4.  Knowledge of local rules and procedures controlling job priorities and controls on access to data and program files.

5.  Ability to use and maintain a computer system, equipment, and/or software.

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

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required by the Position



Level 1-4
550 Points

-- Knowledge of data processing rules, operating procedures, and processing methods to perform a wide range of information processing, preparing, advising, assisting, coding, and procedural problem solving duties.

-- Knowledge of a computer system, software, and hardware to provide maintenance and user advice, and assistance in all computer-related areas.

-- Knowledge of programming languages comparable to COBOL or FORTRAN to identify, develop input requirements for programs, and evaluate test results for newly developed or revised programs.

-- Knowledge and skill to apply tools in the various software packages to appropriate applications.

-- Knowledge to maintain database inventories for use in various systems.

-- Knowledge of computer hardware and software terminology, codes, abbreviations, graphics, and jargon to review system documentation, explain problem areas, or receive instructions.

-- Knowledge of system hardware, software, and program capabilities and limitations for multi-programming systems in 

more than two partitions to diagnose problems, reset controls, install application software, make minor mechanical 

adjustments, and perform similar tasks to maintain or restore network operations.

Factor 2, Supervisory Controls





Level 2-2
125 Points

The supervisor gives instructions for non-recurring work assignments, deviations from normal schedules, or new procedures.  Within established procedures the employee independently performs recurring work making adjustments to 

accommodate deviations in work methods based on experience and precedent actions.  Unfamiliar situations or deviations from established practices are referred to the supervisor or higher-level employee for resolution.  Completed work is reviewed on the basis of system reports, customer comments, or specialist/operator notification of problems during processing.  Review is to determine that the proper procedures and methods were used, and that the work is completed within established time frames.

Factor 3, Guidelines






Level 3-2
125 Points

Guidelines are primarily written and are supplemented by instructions.  Selection of an appropriate guideline is usually clear.  Judgment is required depending on the phase of work and the kind of product being requested.  Deviations that have not been established by experience and precedent actions are referred to the supervisor.

Factor 4, Complexity






Level 4-2
75 Points

The employee performs duties that involve related steps, processes, or methods and determines what needs to be done based on choices between alternatives with easily recognizable differences.  The employee identifies and carries out methods and variations within established procedures and makes other similar decisions to perform such work.  Actions taken are determined by the product description on each job request.  The employee selects and applies established procedures and methods to satisfy product requirements. 

Factor 5, Scope and Effect





Level 5-2
75 Points

The employee performs a range of duties in hardware and software support or other computer support tasks according to established procedures and methods.  The work supports a variety of stand-alone and/or network users.  The work affects the accuracy of processing by applying complete control amendments, providing for data contention, and other potential conflicts during processing, and/or coding according to specifications.  The work affects the ability of users to complete their computer-based work.  Reliability and acceptability are affected by completion of the work within deadlines, ensuring against media and control related processing failures, and providing the requested output.

Factor 6, Personal Contacts





Level 6-2
25 Points

Contacts are with computer specialists and other recipients outside of the organization, and/or employees of other agencies or non-government organizations who use the facility, and/or contractor representatives, (e.g., vendor repair technicians, customer engineers, etc.).  The contacts are structured and routine and the role of each participant is readily determined.

Factor 7, Purpose of Contacts





Level 7-1
20 Points

The purpose of contacts is to coordinate, explain, request, or exchange factual information such as processing status, deadline for input submissions or to explain established work methods and processes.

Factor 8, Physical Demands





Level 8-1
5 Points

The work is generally sedentary, although there may be some walking or standing for short periods of time, bending, or carrying of light loads of papers, books, reports, and other items requiring only moderate physical ability and physical stress.

Factor 9, Work Environment





Level 9-1 
5 Points

The work involves common risks or discomforts that require normal safety precautions typically followed in work areas such as offices, meeting rooms, and libraries.  The area is adequately lighted, heated, and ventilated.  Employees in or 

adjacent to computer rooms may be within environmentally controlled areas and, although relatively cool, require only normal clothing to compensate for minor discomfort.

_______________________________________________________________________________________________

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

__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDS USED:  OPM Position Classification Standard for Computer Clerk and Assistant Series, GS-0335, HRCD-4 dated December 1997; and DoD Civilian Personnel Management Service Classification Appeal Decision dated May 15, 1996.

GS-05 Point Range:  855 - 1100

Total Points:  1005

Grade:  GS-05

CLASSIFICATION REMARKS:

NOTES TO USERS:  

1.  Minor changes, including subject matter skill code shreds, may be made to fit local requirements as long as the changes do not affect the classification or staffing patterns of this SCPD.

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 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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