STANDARD CORE PERSONNEL DOCUMENT                                                                               Number:  9G288

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G288

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
U99A

TARGET GRADE:
06
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:
Application of New Standard

__________________________________________________________________________________________________
CLASSIFICATION:  Legal Assistant (Office Automation), GS-0986-06

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

JAY

1ST SKILL CODE:
75%
CGD
Legal Clerk/Technician

2ND SKILL CODE:
25%
OAS
Office Automation Clerk/Assistant

3RD SKILL CODE:


__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 02/25/02

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 legal assistance, administrative, and office automation services to support the military and civilian attorneys and other legal specialists assigned to the Office of the Staff Judge Advocate.

The organizational location of this position is:  

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

DUTY 1:







%
Critical



Provides legal assistance support for Staff Judge Advocate and other staff attorneys.  Anticipates need for information pertaining to legal matters and prepares materials on own initiative so they are ready for attorney.  Refers calls requiring special litigation response to the appropriate attorney.  Prepares case files upon receipt of incoming correspondence; annotates files to designate receipt or dispatch of legal documents or correspondence; routes to appropriate attorney; monitors suspense dates; and maintains file until action is complete.  Performs legal research in references such as legal source documents, files, computerized legal research database, and law library to answer specific questions; identify precedent cases and legal citations; find statutory references; ensure correct legal format, phraseology, and terminology; and obtain attachments to correspondence.  Types, in final form, legal documents and communications such as letters, legal opinions, briefs, regulations, international agreements, and documents pertaining to actions such as courts-martial, litigation, and claims.  Maintains all or a portion of the law library by receiving and posting updates; reviewing new materials to determine whether items should be maintained, based on knowledge of the legal office operations and established guidelines; and assuring all library materials are available and current.  May also perform routine cataloging, classification, and indexing of law books and associated publications.  Keeps Staff Judge Advocate and other attorneys informed on status of cases and projects.

STANDARDS:
A.  Normally independently performs legal research in source documents, files, and the law library to provide answers, background, and attachments for legal communications and documents.

B.  Typically maintains case files properly by annotating the receipt/dispatch of legal documents, routing to appropriate attorney, and monitoring suspense dates.

C.  With few exceptions, correctly prepares and types legal communications and documents.

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

DUTY 2:







%
Critical



Provides legal assistance and guidance to clients.  Composes powers of attorney, determining type required for the situation, and counsels client on use and legal consequences under supervision of attorney.  Prepares wills by gathering information; explaining requirements and procedures to the client; researching pertinent laws, regulations, and reference materials; preparing draft clauses for unique or unusual bequests; and producing the final document.  Takes sworn statements and depositions from instructions provided by the attorneys or in accordance with legal citations or directives.  Receives calls and greets and interviews clients to determine eligibility for assistance and nature of legal services required.  Determines if client should be referred to a staff attorney, civilian attorney, local legal aid association, consumer organization, etc.  Answers frequently asked procedural questions and provides information and regulatory requirements on routine legal processes such as local vehicle licensing requirements, title and registration procedures, the meaning of legal terms used, and general questions regarding legal domicile.  On own initiative, may query and/or interface with outside agencies such as state driver’s license bureaus, clerks of county and justice courts, local and state bureaus of vital statistics, the Veteran’s Administration, and the Better Business Bureau to request or obtain interpretation and procedural advice to resolve a variety of nonroutine/nonrecurring legal assistance problems.  Provides legal assistance and guidance on use and purpose of legal documents.  Prepares legal documentation for clients by assisting in the completion of forms and documents such as affidavits, bills of sale, promissory notes, contracts, or other similar legal documents and correspondence. Prepares drafts of other legal documents using standard forms, clauses, and other provisions from information provided by the client.  May be required to revise standard clauses when the situation warrants.  May be required to function as a Notary Public under guidelines of state laws and Air Force directives, performing tasks such as ascertaining identity of individual, reviewing legal documents, certifying official documents, and acknowledging signatures.

STANDARDS:
A.  Typically screens clients carefully to ensure eligibility for legal assistance.

B.  Normally answers procedural questions and responds to inquiries on legal processes in an accurate manner.

C.  With few exceptions, correctly prepares legal documents for clients such as forms, correspondence, and other legal communications.

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

__________________________________________________________________________________________________
DUTY 3:







%
Critical



Reviews and prepares incoming and outgoing administrative correspondence, reports, and messages.  Reviews incoming mail, applying expert knowledge of subject matter procedures to determine destination and priority.  Uses initiative to obtain clarification of correspondence/documents, when required.  Assists office personnel in interpreting instructions and establishing actions required.  Composes and prepares final versions of letters, reports, and messages.  Reviews outgoing correspondence with Staff Judge Advocate’s signature for grammar, spelling, punctuation, format, technical and nontechnical terminology, and conformance with established policies and procedures.  Ensures legal references are properly cited within correspondence being reviewed.  Revises wording or changes phraseology, as necessary, and brings changes to originator’s attention for concurrence.

STANDARDS:
A.  Usually effectively reviews incoming mail to determine destination and priority.

B.  Routinely composes and prepares letters, reports, and messages properly in final form on own initiative.

C.  Typically reviews outgoing correspondence carefully to ensure grammatical accuracy, correct spelling, punctuation, format, terminology, legal references, and conformance with established policies and procedures.

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

__________________________________________________________________________________________________
DUTY 4:







%
Critical



Performs other administrative and clerical duties in support of the Office of the Staff Judge Advocate.  Prepares monthly and annual reports by tracking statistics and assembling and analyzing data.  Develops findings, recommendations, and justifications.  Establishes and maintains operating files and publications reference library in accordance with established procedures, including cross-referencing of correspondence, reports, publications, and other office records.  Searches for and withdraws material as requested.  Prepares and maintains office operating instructions.  Receives telephone calls and visitors, ascertains nature of call or visit, and refers to appropriate individual.  Schedules Staff Judge Advocate’s appointments, coordinates arrangements for time, participants, and location of meetings, and determines rescheduling needs.  Keeps suspense system on incoming and outgoing correspondence.  May monitor, inventory, and order publications and forms to ensure that adequate supplies are available.  May assist assigned personnel in processing travel order requests and vouchers and may assist visiting personnel with transportation and billeting arrangements.  Prepares and maintains itineraries.

STANDARDS:
A.  With few exceptions, properly maintains operating files and publications library in accordance with established procedures.

B.  Almost always exercises tact, discretion, and judgment in ascertaining nature of calls and visits.

C.  Routinely systematically monitors suspense system to ensure suspense dates are met.

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

__________________________________________________________________________________________________
DUTY 5:







%
Critical



Uses varied and advanced functions of word processing software to create, format, modify, edit, and print a variety of letters, reports, memos, and other textual documents.  Uses advanced functions to generate tables of contents, import graphs or databases, create glossaries, and align 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 and automatically number pages; create form letters and automatically merge these with mailing lists; check documents for spelling errors; designate some characters as boldfaced, underlined, and/or italic; and search for and change specific text within a document.  Independently carries out familiar assignments in accordance with previous instructions, standard procedures for creating documents, entering or retrieving data, and established use of software packages.  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.

STANDARD(S):

A.  Routinely uses word processing software effectively to prepare/develop accurate and useful documents.

B.  Typically receives and transmits electronic messages and documents promptly as appropriate.

KSA:  1, 2, 3, 4, 5 

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of rules, procedures, policies, and programs of the Office of the Staff Judge Advocate to perform the procedural and administrative work of the organization such as preparing and editing legal documents and administrative correspondence, maintaining files and records, and assembling information for various legal documents and reports; knowledge of legal services and terminology in the area of claims, civil law, military justice, legal assistance, and legal research techniques; and knowledge of grammar, spelling, capitalization, punctuation, and required legal formats and directives regarding preparation of written communications to produce legal and administrative documents and communications.

2.  Knowledge of office functions to screen telephone calls and visitors, prepare and review correspondence, and perform other administrative work of the organization.

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

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

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

6.  Ability to interpret and apply regulatory and procedural requirements to process unusually difficult and complicated transactions.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required By The Position



Level 1-4
550 Points

-- Knowledge of the organization responsibilities, priorities, policies, and programs and a knowledge of an extensive body of legal rules and procedures, including both federal and state laws, to process unusually difficult and complicated legal support assignments.

-- Knowledge of interrelated and nonstandard complex legal support services and terminology to assist the legal staff and provide legal support services to clients.

-- Knowledge of guidelines, precedent case actions, legal research techniques, and the programs of the organization, equal to that acquired through extended work experience or training, to assist the legal staff in locating and identifying precedent cases, legal citations, and statutory references.

-- Knowledge of grammar, spelling, punctuation, and required legal formats to produce legal documents and communications.

-- Knowledge of the nature and capability of word processing software procedures and functions to perform a substantial range of functions, such as generating tables of contents, importing graphs or databases, creating glossaries, aligning multiple columns, automatically printing document identification or other notations at the top or bottom of each page, and creating form letters and automatically merging these with mailing lists.  Knowledge of the Internet capabilities adequate to perform legal research.  A qualified typist is required.

Factor 2, Supervisory Controls





Level 2-2
125 Points
The supervisor assigns work by indicating generally what is to be done and defines the objectives, priorities, and deadlines.  The employee uses initiative and works independently within the framework established by the supervisor in carrying out recurring assignments and refers specific problems not covered by the supervisor’s instructions or standard operating procedures to a supervisor or other designated employee.  Work is reviewed to verify accuracy and conformance to procedures and any special instructions.  Recurring assignments are reviewed using established quality control procedures, and difficult assignments or those with a potential adverse impact are more closely reviewed in process and upon completion. 

Factor 3, Guidelines






Level 3-3
275 Points

Guidelines such as regulations, instructions, evaluation criteria, and prior case or action files are numerous and varied, but are often not completely applicable or have gaps in specificity, making it difficult for the employee to choose the most appropriate instruction and decide how the various transactions are to be completed.  The guidelines often do not apply directly, requiring the employee to make adaptations to cover new and unusual work situations.  Employee uses judgment in gathering and organizing information for inquiries and court cases, reconstructing incomplete files, interpreting and adapting guidelines for application to specific cases or problems, and resolving problems referred by others.

Factor 4, Complexity






Level 4-3
150 Points

The work includes various legal support related duties or tasks that use different and unrelated processes, procedures, or methods.  The employee must analyze the facts and identify and understand the issues and/or problems involved in each assignment, define the problem, determine the course of action from many alternatives, research and determine the interrelationships among available information, and determine what steps and procedures are necessary and the order of their performance.  Completion of each assignment typically involves determining a course of action from many alternatives which may be complicated by situations where the facts are not clearly established.  

Factor 5, Scope and Effect





Level 5-2
 75 Points

The purpose of the work is to provide legal assistance and administrative support for the office staff and may involve direct assistance to attorneys and other legal specialists by performing necessary research or may involve responsibility for a stream of products or continuing processes.  The work affects the quality of services performed by the office.  

Factor 6, Personal Contacts





Level/Points (see Factor 7)

Personal contacts are both within and outside the agency.  Those contacted within the agency include originators of work products within the immediate unit and in support units and organizations outside the immediate area and other operating offices on the immediate installation.  Those contacted outside the agency include clerks of county and justice courts, other court officials, representatives at local and state bureaus of vital statistics, the Veteran’s Administration, and the Better Business Bureau.

Factor 7, Purpose of Contacts





Level 6/7-2A
 45 Points

Contacts are for the purpose of obtaining, developing, and providing facts or information regarding the facts; explaining application of regulations; resolving problems relating to the assignment; developing information in order to identify problems, needs, or issues; and/or to coordinate work efforts. 

Factor 8, Physical Demands





Level 8-1
  5 Points

The work is sedentary.  Typically, the employee sits comfortably to do the work.  However, there may be some walking, standing, bending, and carrying of light items such as papers and books.  No special physical demands are required to perform the work.

Factor 9, Work Environment





Level 9-1

  5 Points

Work is performed in an office setting with adequate heating, ventilation, and lighting.  

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:  

Employee may be required to function as a Notary Public.  Must be able to satisfactorily complete training to become a Notary Public and be able to meet bonding or other requirements inherent in the appointment as a Notary Public.

__________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM Job Family Position Classification Standard for Assistance Work in the Legal and Kindred Group, GS-0900, August 2001; OPM Office Automation Clerical and Assistance Series, GS-326, TS-100, November 1990; and OPM Office Automation Grade Evaluation Guide, TS-100, November 1990.

FACTOR LEVELS AND POINTS:  1-4/550, 2-2/125, 3-3/275, 4-3/150, 5-2/75, 6&7-2A/45, 8-1/5, 9-1/5

GS-06 Point Range:  1105-1350

Total Points:  1230

Grade:  GS-06

CLASSIFICATION REMARKS:  

The office automation duties were evaluated against the Office Automation Grade Evaluation Guide as follows:

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

GS-4 Point Range:  655-850

Total Points:  790

Grade:  GS-04

Final Classification:  Legal Assistant (Office Automation), GS-0986-06

NOTE(S) TO USERS:  

__________________________________________________________________________________________________
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