STANDARD CORE PERSONNEL DOCUMENT                                                                              Number:  9G325

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G325

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
O59A

TARGET GRADE:
06
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:
See Notes to Users; Replaces 9G219

__________________________________________________________________________________________________
CLASSIFICATION:  Budget Technician (Office Automation), GS-0561-06

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

1ST SKILL CODE:
50% 
BUARWE
Budget Asst/Annual Approp Budgeting 

2ND SKILL CODE:
25%
BUARWB
Budget Asst/Cost Budgeting

3RD SKILL CODE:
25%
OAS
Office Automation Clk/Asst

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPSFH, 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 clerical and technical work in direct support of budget analysis and administration.

The organizational location of this position is:  

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

DUTY 1:







%
Critical



Independently extracts, compiles, and consolidates unrelated workload and cost data used for preparing budget estimates involving two or more appropriations with different guidelines and procedures, or a comparable mix of appropriated fund and/or revolving fund accounts.  Analyzes computer products to determine cause and source of imbalances and initiates required adjustments.  Organizes estimates by appropriation, object class, and line item.  Calculates adjustments to estimates using factors such as past history, cost records, and future program changes.  Formulates and revises the budget estimate.  Researches, reviews, and compiles data and budget justifications obtained from managers and historical records.  Prepares required supporting documents.

STANDARDS:

A.  Typically organizes data in a timely and accurate manner from a variety of management and budget documents.  

B.  Nearly always makes accurate adjustments to estimates in a timely manner.

C.  Generally reviews budget data and justifications for accuracy and adequacy in a timely manner.

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







%
Critical



Independently performs a variety of tasks related to budget and records maintenance and supports the annual budget execution involving two or more appropriations with different guidelines and procedures, or a comparable mix of appropriated fund and/or revolving fund accounts.  Reviews source documents verifying all required budgetary and accounting information is correct and complies with budgetary policies and procedures.  Ensures funds are available.  Monitors and records obligations, expenditures, transfers of funds, and other budgetary transactions.  Analyzes spending trends and recommends redistribution of funds.  Adjusts a wide variety of funds such as appropriated and industrial accounts to reflect effects of budgetary transactions (e.g., obligations, expenditures, transfers, and reimbursements).  Prepares statistical reports, noting variances and assisting in determining cause and effect.  Prepares one-time and recurring reports and/or briefing materials for local management or higher headquarters. 

STANDARDS:

A.  Generally reviews budgetary transactions for accuracy and availability of funds in a timely manner.

B.  With few exceptions, accurately determines the proper appropriation to be charged.

C.  Nearly all the time, completes reports accurately and in a timely manner.

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







%
Critical



Performs technical tasks in support of the financial analysis process.  Conducts informal studies of financial management related procedures and processes (e.g., accuracy of shop rates, AF Form 9s, purchase requests, etc.).  Develops information and recommendations to be used in a variety of reports and briefings.  Identifies trends/patterns and supports conclusions through documented reports.

STANDARDS:

A. Normally makes recommendations which are reasonable, practical, and responsive to findings.

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







%
Critical



Provides quality customer service and establishes good working relationships with all employees and co-workers.  Provides information about budget procedures to local program managers, accounting personnel, and representatives.  May be required to train others as well as provide advisory services on procedures, forms, and documents required to support budget estimates and requests.

STANDARDS:

A.  With few exceptions, provides prompt, courteous, and personal service to customers.

B.  Almost always accurately answers questions regarding budget issues.  

KSA:  1, 2, 3, 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 spreadsheets to enter, revise, sort or calculate, and retrieve data from standard reports.  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; 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, or 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.

STANDARDS:

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

B.  Routinely receives and transmits electronic messages and documents properly and appropriately.  

KSA:  3, 4, 5 
__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of the application of procedures, methods, and techniques which support the analysis and administration of the budget; and of a wide range of sources, types, and methods of funding .  

2.  Knowledge of a wide variety of budgetary methods, practices, policies, procedures, regulations, and precedents; and the accounting system and related documents used to gather and analyze budgetary information.  

3.  Knowledge of automated management data systems. 

4.  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.

5.  Skill in working accurately with figures; and in typing; a qualified typist is required.

6.  Ability to communicate orally and in writing.
__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-4
550 Points

-- Practical knowledge of agency procedures and regulations covering the processing of a wide range of budgetary transactions under appropriated funds and reimbursable accounts to process and extract budgetary data from a variety of forms, documents, and reports.  Knowledge is also applied to resolve problems such as balancing accounts, adjusting discrepancies, developing control records, verifying the accuracy of budgetary data, adjusting dollar amounts of accounts by line item and object class, preparing reports on status of funds and supplementary guidance concerning the form of budget estimates submitted, as well as preparing recurring or special budget reports.  Knowledge of funding limitations and policies to notify others of possible violations of procedural and regulatory requirements.

-- Knowledge and skill in applying basic arithmetic to verify figures in requests of allotments, to determine the availability of funds, and to enter and maintain account balances to reflect funds available and/or expended.

-- Knowledge of the nature and capability of word processing software procedures and function keys 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.  A fully qualified typist is required.

Factor 2, Supervisory Controls





Level 2-3
275 Points

The supervisor establishes general priorities and deadlines for processing budgetary transactions, and preparing recurring and special, one-time reports.  The employee is responsible for independently choosing the proper   methods and procedures to be followed in processing the full range of appropriated and revolving fund transactions in assigned accounts, and for following up on all actions to assure they are properly completed.  The employee independently resolves problems in the work which are covered by established guides and instructions for the work.  This includes advising managers and their staffs on alternate means of obtaining and/or using funds.  The employee also determines when to inform management of problems in accounts.  Completed work (e.g., account balances, allotments, records of transfers and reimbursements, approved work orders, and status of funds reports) is spot-checked by the supervisor for agreement with overall funding levels.  Work methods used by the employee are not reviewed in detail so long as account balances are in agreement. Budgetary problems of a precedent-setting nature, or work situations which are not clearly covered by instructions or guides available to the employee are referred to the supervisor for resolution.  Completed work is reviewed by the supervisor or a budget analyst for conformance with accepted budgetary requirements.  

Factor 3, Guidelines






Level 3-2
125 Points

Guidelines consist of Air Force, higher headquarters, and local manuals, policies, and regulations covering the budget process.  The employee uses judgment in locating and selecting the proper procedures for processing transactions and recording and reporting information.  The employee consults the supervisor or higher level employee if the existing guidelines cannot be applied or significant deviations are proposed.

Factor 4, Complexity






Level 4-3
150 Points

The work includes various budget support assignments such as identifying, compiling, consolidating, checking, verifying, and organizing a wide variety of detailed budgetary data relating to numerous accounts, object classes, and line items covering unrelated appropriated and/or revolving fund accounts or funding for numerous and diverse projects and actions resulting in complex processing and monitoring procedures, problem resolution, funds adjustments, and cost corrections to ensure accuracy of data and to avoid over-obligations.  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 accounts.

Factor 5, Scope and Effect





Level 5-2
75 Points

The work involves carrying out detailed procedures for checking funding documents and recording the effects of budgetary transactions in specific account records by object class and line item.  Procedures and work products constitute a discrete segment of the broader analytical work performed by budget analysts.  Records of status of funds maintained by the employee are used by others to determine whether to approve, disapprove, or modify requests for funds and to develop budget estimates.

Factor 6, Personal Contacts





Level/Points (see Factor 7)

Contacts are with managers, supervisors, accountants, accounting technicians, voucher examiners, staff of agency employees from outside the immediate organization, and representative of contracting firms.

Factor 7, Purpose of Contacts





Level 6/7-2A
45 Points

The purpose of contacts is to obtain, clarify, or provide information concerning the status of funds in budgetary accounts (e.g., allotments, suballotments, obligations, expenditures, etc.), and the procedures for obtaining, using, or replacing funds.  

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 STANDARDS USED: US OPM Job Family Standard for Clerical and Technical Accounting and Budget Work, GS-0500, HRCD-4, December 1997; OPM Position Classification Standard for Office Automation Clerical and Assistance Series, GS-0326, TS-100 dated November 1990; and OPM Office Automation Grade Evaluation Guide, TS-100 dated November 1990.

GS-06 Point Range:  1105 - 1350

Total Points:  1230

Grade:  GS-06

CLASSIFICATION REMARKS:
1.  Headquarters Air Force functional offices are active participants in development of SCPDs and unless there are significant differences in duties and responsibilities, support implementation of SCPDs to all like positions in the Air Force.  SCPDs may be applied once mutually agreed upon by the supervisor and servicing classification specialist.  
2.  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, 6-1&7-A/30, 8-1/5, 9-1/5

GS-04 Point Range:  655- 850

Total Points:  790

Grade:  GS-04

Final Classification:  Budget Technician (Office Automation), GS-0561-06

NOTES TO USERS:
1.  Minor changes, including skill code shreds, may be made to fit local requirements, using the existing SCPD number, as long as the changes do not affect the classification or staffing patterns of the SCPD. 

2.  SCPD was updated 10/27/03.  The following updates were made:

Updated SCPD developed and classified office symbol to HQ AFPC/DPSFH.

Non-critical duties were changed to critical duties.

Number of KSAs was revised from 9 to 6 and KSAs were re-linked to the duties of the position.

*Performance standards, as needed, were changed from absolute to non-absolute.

*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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