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PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:

The primary purpose of this position is:   To provide a developmental position leading to a full performance level Financial  and Computer Support Assistant (Office Automation), GS-0303-07, SCPD # 9G509.  At this level, incumbent performs a full range of support work, under close supervision, for an Air Force Office of Special Investigations (AFOSI) unit in the performance of its investigative and law enforcement mission.  The incumbent will receive formal, informal, and on-the-job training designed to provide incumbent with the opportunity to perform the duties at the full performance level.  The incumbent may be non competitively promoted to the full performance level upon, (1) satisfactorily completing the training requirements, (2) satisfactorily performing at the full performance level, (3) meeting all OPM legal and regulatory requirements for promotion, and (4) recommendation for promotion by the supervisor.

The organizational location of this position is:  The position is located at Air Force Office of Special Investigations (AFOSI), _____ Field Investigations Region, Detachment ________, _______________________________________.

_________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:

The organizational goals or objectives of this position are:  To accomplish mission support duties and thereby free AFOSI special agents and allow them to provide specialized criminal, fraud, and counterintelligence investigative services to Air Force major command officials; and to work with other Department of Defense (DoD) criminal investigative agencies and federal law enforcement agencies in matters of interest to the USAF and DoD.
_________________________________________________________________________________________________

DUTY  1:









%
Critical

Performs workgroup administration duties.  Independently connects peripherals and installs and deletes user software.  Determines processes required and configures user software, modifies software configuration and performs configuration management functions.  Sets up and modifies user introduction menus.  Troubleshoots software problems; corrects software application problems based on personal capability.  Assists users with hardware problems such as printer malfunctions, locked up terminals, or other equipment malfunctions.  Troubleshoots equipment to fix the problem if possible, or place a service call to the appropriate contractor or base communications as appropriate.  Performs data management duties such as monitoring data files, deletion of extraneous files and programs, file maintenance, backing up files, etc.  Provides guidance and assists unit employees with software applications.  Performs other limited software application assistance, such as e-mail group maintenance, initial system diagnostics and password management functions.   Formats, partitions, backups and restores hard drives.  Creates floppy boot disks.  Reports security breaches, distributes security information and provides technical assistance in the operation and maintenance of the System Security Authorization Agreement (SSAA).   Assists unit personnel in the development and maintenance of applicable web pages.  
STANDARDS:  

A.  Typically promptly and accurately identifies and troubleshoots personal computer problems to effectively resolve them.

B.  Almost without exception provides timely, accurate, and factual information or assistance to customers in a professional manner.

KSA:  1, 6, 7

_____________________________________________________________________________________________

DUTY  2:









%
Critical
Serves as the AFOSI Detachment Financial Resource Advisor.  Independently extracts, compiles, and consolidates unrelated workload and cost data used for preparing budget estimates involving O&M and confidential funds with different guidelines and procedures.  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 documentation.  Reviews source documents verifying all required budgetary and accounting information and complies with budgetary policies and procedures.  Ensures that funds are available.  Monitors and records obligations, expenditures, transfers of funds, and other budgetary transactions.  Analyzes spending trends and recommends redistribution of funds.  Prepares statistical reports, noting variances and assisting in determining the cause and effect.  Prepares reports and/or briefing material for management or higher headquarters.  Writes justification for and prioritizes unfunded requirements for the detachment.  Monitors and tracks daily distribution of funds and use of resources.  Prepares cost figures and fund citations. Maintains and disburses a high dollar confidential fund account in accordance with applicable directives.  Prepares and processes vouchers for disbursing funds and receiving reimbursement to the account from higher headquarters.  Receives and reviews vouchers submitted by special agents, verifying amounts shown are correct, assuring proper forms and format are used and ensuring timeliness of the items submitted on the voucher. Reconciles paid vouchers with budget documentation.  Prepares financial data for submission to higher headquarters concerning categories of funds expended and correspondence concerning account operations.  Provides physical security for confidential funds in accordance with USAF and AFOSI guidance.  Under special orders may be designated as primary or alternate AFOSI paying agent, authorized to draw and receive funds from the local accounting and finance office in support of this program.  Procures, maintains, disburses and inventories commodities in accordance with directives. Prepares TDY orders and tracks expenditures. 

STANDARDS:

A.  Typically gathers and establishes timely and accurate resource allocations/projections from a variety of documents.

B.  Almost always maintains prompt and appropriate physical control and accountability of funds.

C.  Typically correctly completes voucher reviews, financial reports, and budget projections in a timely manner.

KSA:  2, 3, 5, 6, 7 _____________________________________________________________________________________________

DUTY 3:









%
Critical
Performs miscellaneous office automation and information management duties.  Performs administrative review of all correspondence/documents for administrative completeness and correctness. Uses advanced office automation and word processing functions 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 prints document identification or other notations at the top or bottom of each page.  Automatically number pages.  Creates form letters and automatically merges these with mailing lists.  Checks documents for spelling errors.  Designates some characters as boldfaced, underlined, and/or italic and searches for and changes specific text within a document.  Standardizes procedures for creating documents or entering or retrieving data and established use of software.  Recognizes differences in 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.  Monitors and tracks status of case files.  Performs receptionist duties.  Performs mail management duties (e.g. incoming and outgoing mail for various classifications).  Establishes, maintains and manages a suspense control system.  Develops, establishes, maintains and disposes of paper and electronic records in accordance with applicable directives.  Retrieves and maintains mission-related publications and forms.  Processes FOIA/PA requests.  Acts as detachment historian.  

STANDARDS:

A.  In most cases, effectively uses office automation software applications to prepare/develop accurate and useful documents.

B.  Typically promptly and appropriately handles and safeguards classified/sensitive information.

C.  Almost without exception effectively and accurately controls documentation and suspense items in a timely manner.

KSA:  3, 4, 6, 7 _____________________________________________________________________________________________

DUTY  4:









%
Critical

Serves as the detachment liaison for personnel, equipment control, and investigative support matters.  Serves as the focal point between the unit and support activities for military and civilian personnel and manpower activities.  Manages the detachment’s military personnel records and related actions.  Maintains geographically separated unit (GSU) folders for military personnel.  Validates manpower requirements and initiates changes.  Monitors weight and fitness program requirements.  Prepares a variety of other military personnel related actions including duty status messages and performance reports.  Maintains time and attendance documents and prepares a variety of civilian personnel management documents including requests for personnel action, duty status messages, and civilian clothing allowance.  Serves as equipment/supply custodian.  Prepares applicable documents for office contract maintenance, supplies, repair services, etc.  Monitors and maintains equipment/supply listings received from Base Supply to track commitments and obligations.  Manages Government credit card purchases in accordance with applicable directives.  Completes and maintains forms, records and reports on all vehicles.  Establishes unit accident reporting procedures.  Validates vehicle requirements and submits requests for additional vehicles or turn-in.  Performs facility management duties (e.g. prepare and submit work orders).  Drafts and submits for approval host/tenant support agreements.  May be responsible for the receipt, control, logging, safekeeping, and necessary action on classified materials.  Updates tracker or suspense files as required.  Maintains interview logs and prepares subject and witness statement forms.  Witnesses polygraph examinations.  Assists special agents during investigations by compiling routine information involving persons under investigation.  Operates radio base stations, maintaining contact with special agents and serving as an intermediary when special agents are unable to communicate with each other or other agencies.  Tracks items requiring follow-up action and notifies concerned investigative personnel.  Requests appropriate HQ AFOSI file retrieval as requested from the special agent.  Maintains case files.

STANDARDS:

A.  Almost without exception maintains appropriate and timely control and access to personnel systems and related data.

B.  Typically conducts equipment and supply checks resulting in an accurate inventory.
C.  Normally performs investigative support duties in a satisfactory manner.
KSA:  3, 4, 6, 7

_____________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA)

1. Knowledge of personal computer capabilities and limitations, peripheral equipment, software configuration, and DOD and Air Force automated data processing and networking standards, policies, and techniques to provide a substantial range of technical support and assistance to users of personal computers in the unit. 

2.  Knowledge of an extensive body of rules, procedures, policies, and processes covering the review, validation, and submission of a wide range of funds management and financial transactions under appropriated funds and reimbursable accounts to process and extract budgetary data from a variety of forms, documents and reports.  

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

4.  Skill in typing.  A qualified typist is required.

5.  Skill in performing arithmetic computations and ability to prepare and maintain a variety of financial records.

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

7.  Ability to plan, organize work and meet deadlines.

_____________________________________________________________________________________________

Factor 1, Knowledge Required By the Position



Level 1-4
550 Points

-- Knowledge of information technology principles, methods, and practices as applied to AFOSI computer systems, databases, hardware and software configurations, etc., to install software, correct software applications, troubleshoot equipment malfunctions, apply backup and recovery procedures, install and troubleshoot peripheral equipment, word processing and other standard office automation software, web page maintenance, and DoD and Air Force automated data processing and networking standards, policies, and techniques to provide a substantial range of technical support and assistance to users of personal computers in the unit.  

-- In-depth knowledge of a body of budget and financial management regulations, practices, procedures, and policies related to AFOSI financial management activities.  Knowledge of a variety of interrelated steps, conditions, and procedures or processes required to assemble, review, and maintain complex budget accounts for O&M and confidential funds.  In-depth knowledge of agency procedures and regulations covering the review, validation and submission of a wide range of funds management and financial transactions under appropriated funds and reimbursable accounts to process and extract budgetary data from a variety of forms, documents, and reports; and resolve problems such as validating expenditures, justifying out-of-cycle requirements, verifying the accuracy of budgetary data, adjusting discrepancies, and preparing recurring and special reports; and 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 a body of rules, procedures, policies, regulations, precedent case files, and programs of AFOSI to perform the technical, personnel, administrative and workgroup support work of the organization and provide a variety of support and assistance to staff members.

-- Knowledge of directives outlining the safeguarding of sensitive and classified material and organizational procedures for the sorting, collection and delivery of official mail.

-- Skill in preparing and maintaining a variety of financial records (e.g. budget requests/justification, unfunded requirements, contracting documents, expenditure documents, etc.).

-- 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 qualified typist is required.

-- Knowledge of grammar, spelling, capitalization, punctuation, and terminology commonly used in office settings to prepare material and correspondence correctly.

-- Ability to communicate orally and in writing.

Factor 2, Supervisory Controls




Level 2-2
125 Points

The supervisor provides standing instructions for standard, or continuing office automation, financial assistance and computer assistance duties.  When the work is unusual or difficult, more specific instructions are provided.  Employee works independently in carrying out familiar assignments in accordance with previous instructions.  The employee seeks further guidance when new or unusual assignments call for deviations from established procedures or otherwise require special attention.  Completed work is usually checked for compliance with procedures or instructions, technical accuracy, and appearance.  When the work is unusual, it is also checked for adherence to special instructions provided.

Factor 3, Guidelines





Level 3-2
125 Points

A number of established instructions and procedures for doing the work are readily available and clearly applicable to most assignments.  Typical guidelines include DOD, AF, AFOSI, and other MAJCOM directives.  Incumbent uses knowledge and judgment to locate, select, and apply guidelines.  Makes minor deviations to adapt guides in specific cases.  Employee refers situations involving significant deviations from established guidelines or problems requiring significant judgment to the supervisor or higher-level employee for guidance or resolution.

Factor 4, Complexity





Level 4-3
150 Points

The employee performs a variety of computer assistant, financial assistance, administrative and technical support procedures, which involve a number of steps and precise, accurate documentation.  Assignments typically entail processing a wide variety of transactions that are subject to different sets of rules, regulations, and procedures.  The budget related duties require application of different procedures because transactions are not completely standardized or transactions are interrelated with other systems and require extensive coordination with other personnel outside the detachment.  The employee decides what needs to be done by identifying the nature of the problem, question, or issue, and determining the need for obtaining additional information through oral or written contacts or reviewing regulations and manuals.  The employee uses different established procedures to review and reconcile various financial documents and records; resolve a variety of problems through coordination with vendors, employees, and DFAS and reconcile various types of transactions involving multiple funds or a number of different control accounts.  

The employee performs a variety of computer assistance tasks that require a sequence of actions involving different methods and procedures to operate, install, delete, and configure user software.  The decision regarding what needs to be done results from studying its characteristics to determine the sequence and nature of steps to be carried out.  Actions to be taken differ according to software constraints, user needs, existing system capabilities, workload, and priorities.

Factor 5, Scope and Effect




Level 5-2
  75 Points

The work involves the execution of specific rules, regulations, or procedures and typically comprises a segment of the evaluative work of the investigation or project of broader scope or the support functions in the detachment.  The primary purpose of the work is to serve as fund custodian and ensure proper accountability of the unit’s confidential funds; and assist unit personnel with personal computer support and administrative processes.  Employee uses established methods, practices, and criteria to identify, study, and recommend solutions for resolving conventional problems and/or questions.  The budget technical duties and work products/services affect the successful management of confidential funds, support for the primary mission of the AFOSI detachment to include availability of required communications systems and office information technology.  The computer assistant duties affect the ability of users to complete computer based work.

Factor 6, Personal Contacts




Level 6-2
  25 Points

Contacts are both intra- and inter-agency.  Incumbent has frequent contacts with investigative agents assigned to the detachment and AFOSI regions, host base support activities, suspects, witnesses, victims, local, state and federal law enforcement officials in moderately structured settings.  Contacts include supervisors and managers of the same agency and base operating support personnel throughout the host installation.

Factor 7, Purpose of Contacts




Level 7-2
  50 Points

Contacts are for the purpose of obtaining, developing, and providing administrative and technical support for the unit.  This includes gathering factual information to develop the unit’s budget, validate and provide funds status, troubleshoot and provide routine computer equipment and software support, and receive or develop information to identify and clarify problems or issues.  Contacts with law enforcement officials will occur when acting as a witness for interviews or polygraph examinations.  Typically, the employee will discuss significant findings, plan or coordinate work efforts, or resolve routine operating problems with cooperative personnel.

Factor 8, Physical Demands




Level 8-2
20 Points

Computer assistant work requires long periods of standing, walking, stretching, bending, stooping and carrying loads of paper and equipment that may weigh as mush as 45 pounds.  May lift heavier loads with the help of a co-worker or lifting device. 

Financial resources assistant work is mostly sedentary.  No special physical demands are involved.  There may be some walking, standing, bending, and carrying of light items. 

Factor 9, Work Environment




Level 9-1
5 Points


Employee works in an adequately lighted and ventilated office environment.  Observes normal safety precautions.

_____________________________________________________________________________________________

Other significant facts pertaining to this position are:

1.  Position is designated as critical-sensitive; employee must be able to obtain and maintain a Top Secret clearance.

2.  Incumbent must possess a valid state driver's license, as he/she may be required to transport evidence or to obtain needed unit supplies and services.

3.  Incumbent must be willing to travel on military or commercial aircraft for temporary duty or training assignments.

4.  Emotional stability, tact, and maturity are necessary to cope with unusual and stressful situations.

5.  Employee must work under pressure.

6.  Irregular duty hours and overtime may be required.

7.  May be required to undergo a polygraph examination.

8.  AFOSI funds management is a particularly sensitive program since funds are closely monitored and used for authorized expenses in support of the AFOSI investigative mission. The legal requirements for managing Advance of Funds (confidential funds) are stringent and subject to severe legal sanction if not handled properly.  

_____________________________________________________________________________________________ 

CLASSIFICATION SUMMARY:

CLASSIFICATION STANDARD(S) USED:  Miscellaneous Clerk and Assistant Series, GS-0303, OPM Office Automation Clerical and Assistance Series, GS-0326, OPM Job Family Standard for Clerical and Technical Accounting and Budget Work, GS-500C, OPM Computer Clerk and Assistant Series, GS-0335, and OPM Office Automation Grade Evaluation Guide (HRCD-7, July 1999).

CLASSIFICATION REMARKS:  

Series Determination:  This position is responsible for providing computer assistance, financial resource assistance, office automation, and general clerical assistance.  The work of this position is consistent with the definition of one-grade interval miscellaneous clerical and technical support work involving responsibilities typically of the mission support function in OSI Detachments throughout the Air Force.  The position is in a career ladder leading to a position classified as Financial and Computer Support Assistant, GS-0303-07.  The incumbent has responsibility for providing a variety of procedural, administrative, and technical mission and resource support to AFOSI detachments.  The work involves funds and resources monitoring, data retrieval, information management, and computer software assistance, office automation, and administrative duties.  Because the position is in a career ladder leading to the GS-0303-07 level, it is allocated to the Miscellaneous Clerical and Assistance Series, GS-0303, which requires a variety of knowledge, skills, and abilities characteristic of several classification groups and series, none of which predominate and some of which are unique to the AFOSI mission.  

Title Determination:  There is no title prescribed by the GS-0303 series.  The purpose of the position is to provide computer assistance, financial resource assistance, office automation clerical, and miscellaneous clerical developmental duties.  The position requires a qualified typist.  Therefore the position is assigned the title of Financial  and Computer Support Assistant (OA).

Grade Determination:  The Miscellaneous Clerk and Assistant Series, GS-0303, does not contain grading criteria.  The position is evaluated by application of the GS-0335, the Job Family Standard for Clerical and Technical Accounting and Budget Work, GS-0500C, and the Office Automation Grade Evaluation Guide.  Each type of work is evaluated below using the appropriate standard/guide for the work performed.

Workgroup Administration:  

The computer related responsibility associated with workgroup administration were evaluated against the Computer Clerk and Assistant Standard, GS-0335, as follows:

FACTOR LEVELS AND POINTS: 1-4/550, 2-2/125, 3-2/125, 4-3/150, 5-2/75, 6-2/25, 7-2/50, 8-2/20; 9-1/5

GS-05 Point Range:  1105-1350

Total Points:  1125

Grade:  GS-06 

Financial Assistant/Confidential Funds Custodian:

The budget and funds management responsibilities associated with the unit’s O&M and confidential funds budget were evaluated against the Job Family Standard for Clerical and Technical Accounting and Budget Work, GS-0500C, as follows:

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

GS-06 Point Range:  1105-1350

Total Points:  1110

Grade:  GS-06 

Office Automation:

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

Personnel, Equipment Control, and Investigative Support:

The miscellaneous personnel, equipment control and investigative clerical support duties were evaluated against the Military Personnel Clerical and Technician Series, GS-0204; Supply Clerical and Technician Series, GS-2005; and the Grade Level Guide for Miscellaneous Clerical and Assistance Work.  The grade level of such work does not exceed the GS-04 grade level.  These duties are limited and are not considered significant for classification purposes or skills coding.  

Final Classification:  Financial  and Computer Support Assistant (OA), GS-0303-06

NOTE(S) TO USERS:  SCPD is unique to the AFOSI Detachments and should not be used in other organizations.  

_____________________________________________________________________________________________
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