STANDARD CORE PERSONNEL DOCUMENT                                                                             Number:  9G524

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G524

SUPV LEVEL CODE:
See Notes to Users
COMP LEVEL CODE:
81DA

TARGET GRADE:
13
FLSA:
Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Investigations and Inquiries Specialist, GS-1801-13

DUTY TITLE:  Chief, Investigations and Inquiries Division

__________________________________________________________________________________________________
ORG & FUNC CODE:

1ST SKILL CODE:
60%
INV
Investigations

2ND SKILL CODE:
40%
AKTQAC
Specialist/Analyst- Inquiries and Complaints

3RD SKILL CODE:


__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 12/19/01

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 serve as Investigations and Inquiries Division Chief at a MAJCOM Headquarters, responsible for active and diverse programs for the command including (1) Relations with Congress; (2) Fraud, Waste, and Abuse (FWA); (3) Inspector General (IG) Complaints, and (4) Allegations Against Senior Officials and Colonels.

The organizational location of this position is:  

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

DUTY 1:









%
Critical


Develops and implements command-wide policies, programs, and procedures for the MAJCOM.  Plans, directs, and monitors development of MAJCOM supplemental guidance concerning SAF/IG policy directives and instructions.  Reviews public laws, reports of Congressional hearings, DOD/Air Force directives on broad and diverse subjects, and determines applicability as well as the impact on the Command.  Represents the MAJCOM through liaison with counterparts at DOD, SAF, and other MAJCOMs to exchange program information.  Assures new guidance is established to enable field IG personnel to meet changed requirements.  Provides verbal or written advisories to the IG concerning DOD/IG and SAF/IG taskings for the command to conduct reviews, inquiries, and investigations; DOD/IG and AFIA visits to command organizations for investigations,  Formal Memo for the Record (FMR) and  Administrative Memo for the Record (AMR); strategies for handling sensitive complaints and FWA disclosures; and requirements for MAJCOM/CC/CV, or IG intervention based on significant patterns or trends detected as the result of investigations.

STANDARDS:
A.  Planning, directing, and program monitoring of the preparation of supplements to higher headquarters policy directives and instructions are almost without exception performed in an accurate and timely manner.

B.  Liaison and representational activities are normally conducted in a professional manner.

C.  Advisory services are typically provided in a professional and technically accurate manner. 

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________
DUTY 2:









%
Critical

Oversees handling of IG reviews, inquiries, and investigations conducted at the MAJCOM level in response to Congressional/other high-level inquiries, IG complaints, FWA disclosures, and allegations against senior civilian and military officials.  Develops strategies for IG reviews, inquiries, and investigations.  Prepares letters of appointment to launch MAJCOM investigative efforts.  Briefs investigating officers regarding methodologies and rules of evidence.  Works with investigating officers to develop recommendations addressing problem areas.  Delegates investigative tasks to field IG’s when appropriate.  Develops command replies to inquiries, complaints, and FWA disclosures covering broad and diverse subjects.  Reviews proposed replies.  Ensures prompt, impartial, and thorough fact-finding, and evaluates the investigating reports to assure conformity with IG principles, objectives, and standards.  Reviews, for quality control purposes, select inquiries and  IG complaint investigations to ensure that all requirements have been met and that findings and recommendations are reasonable.

STANDARDS:
A.  Oversight activities normally result in a high level of productivity and effectiveness of division activities.

B.  Replies to inquiries are normally well researched, technically accurate, and prepared in a timely manner.

C.  Quality reviews of IG complaint investigations typically result in defendable actions and findings.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________
DUTY 3:









%
Critical


Serves as command authority to wing/unit IG staffs regarding how best to investigate allegations.  Tailors the techniques to be used to fit each situation.  Briefs investigative officers as to methods, and guides their ongoing efforts.  Analyzes new legislation, emerging policies, and investigative trends to determine where policy formulation, refinement, or clarification is indicated.  Defines parameters for investigative efforts.

STANDARDS:
A.  Consultant services are professional, technically accurate, and provided in an understandable manner.

B.  Analysis of new legislation, emerging policies, and investigative trends normally leads to accurate assessment of the need for changes in command policies and procedures.

KSA:  1, 2, 3, 5

__________________________________________________________________________________________________
DUTY 4:









%
Critical

Performs supervisory personnel management responsibilities.  Advises and provides counsel to employees regarding policies, procedures, and directives of management.  Selects or recommends selection of candidates for vacancies, promotions, details, and reassignments in consideration of skills and qualifications, mission requirements, and EEO and diversity objectives.  Develops, modifies, and/or interprets performance standards.  Explains performance expectations to employees and provides regular feedback on strengths and weaknesses.  Holds employees responsible for satisfactory completion of work assignments.  Appraises subordinate workers performance ensuring consistency and equity in rating techniques.  Recommends awards when appropriate and approves within-grade increases.  Hears and resolves employee complaints and refers serious unresolved complaints to higher-level management.  Initiates action to correct performance or conduct problems.  Effects minor disciplinary measures such as warnings and reprimands, and recommends action in more serious disciplinary matters.  Prepares documentation to support actions taken.  Identifies employee development needs and provides or arranges for training (formal and on-the-job) to maintain and improve job performance.  Encourages self-development.  Approves leave and ensures that all necessary positions are manned at all times.  Recognizes and takes action to correct situations posing a threat to the health or safety of subordinates.  Discharges security responsibilities by ensuring education and compliance with security directives for employees with access to classified or sensitive material.  Applies EEO principles to all personnel management actions and decisions, and ensures all personnel are treated in a manner free of discrimination.  Periodically reviews position descriptions to ensure accuracy, and the most effective utilization of personnel resources.  Explains classification determinations and other personnel policies and procedures to employees. 
STANDARDS:
A.  Personnel management actions taken for the organization are typically prompt, accurate, and well considered in terms of mission and EEO objectives.

B.  Consistently observes and complies with health, safety, and security directives

C.  Ordinarily recognizes and arranges for training of subordinates in a timely manner.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of the functions of the Inspector General and functional interrelationships among command missions, programs, systems, procedures, and activities; plus the regulatory framework in which they operate, to develop and implement command-wide policies, programs, and procedures, and develop strategies for handling varied complex issues such as congressionals, Fraud, Waste, and Abuse complaints, IG complaints, and allegations against senior officials.

2.  Knowledge of investigative techniques, principles, and procedures to direct or conduct investigations of allegations of fraud, waste, and abuse or other complaints of wrong doing or inappropriate behavior on the part of Federal activities.

3.  Skill in planning and conducting interviews, inspections, and investigations.

4.  Ability to plan, organize, and direct the activities and staff of a small to medium sized organization.

5.  Ability to communicate both orally and in writing.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required by the Position



Level 1-8
1550 Points

-- Mastery of a wide range of concepts, principles, practices, and laws pertinent to IG Investigations and Inquiries activities to direct the command’s Investigations and Inquiries program.  

-- Expert knowledge of investigative techniques and relevant legal framework; skill to interpret laws or regulations and develop guidelines in areas where methods and principles are questioned or challenged; and skill in negotiating and resolving unprecedented, broad, difficult, or complex problems in a wide range of programs and subjects. 

--Knowledge of a wide range of qualitative and/or quantitative methods for the assessment and improvement of program effectiveness or improvement of program effectiveness or the involvement of complex management processes and systems.  

-- Extensive knowledge of Air Force, MAJCOM, and Wing organizational structure, operations, and policies; and mission responsibilities of their many diverse organizational entities.

-- Ability to evaluate installation level Inspector General programs and provide advice and assistance in achieving program improvements.

-- Skill in conducting investigations, interviewing, fact finding, and data analysis; approaching individuals who may be fearful, skeptical, or uncooperative during the questioning process of the investigation; and in establishing rapport with different personality types in order to glean appropriate information pertaining to complaints and allegations.

Factor 2, Supervisory Controls





Level 2-4
 450 Points

The supervisor sets the overall objectives and resources available.  The supervisor and employee collaborate in developing deadlines and approaches to unusual or particularly sensitive problems.  The employee exercises judgment in planning and carrying out assignments and selects the appropriate techniques to complete assignments.  The employee informs the supervisor of potentially controversial issues or problems.  Completed work is reviewed for conformance with IG goals, guidelines, and effectiveness in achieving intended objectives.

Factor 3, Guidelines






Level 3-4
 450 Points

Guidelines include DOD and Air Force directives, policies, and operating instructions, case files, action files, etc., and the Air Force Inspector General Concept of Operations.  Guidelines are numerous, diverse, and extensive, requiring the employee to use experienced judgment to adapt or interpret them for application to issues and problems studied or investigated, or to develop new procedures for installation level IG guidance.  Guidelines are often inadequate in dealing with unusual complaint investigations.  The employee uses initiative and resourcefulness in extending or redefining guidelines, or deviating from traditional principles and practices.  

Factor 4, Complexity






Level 4-5
325 Points

The employee considers a wide range of existing and new policies, procedures, laws, and regulations in relation to the command’s Investigations and Inquiries program goals and objectives to develop and implement guidance for the command that will meet policy requirements and agency objectives.  Decisions regarding what needs to be done include areas of uncertainty in approach, methodology, or interpretation and evaluation processes resulting from such elements as continuing changes in program, or conflicting requirements.  The incumbent may be required to develop new methods and processes to ensure effective and efficient operation of assigned program.  The employee must evaluate and determine the adequacy and responsiveness of replies proposed by other directorates/staff offices in response to complaints, congressional inquiries, FWA complaints, and Air Force Inspector General reports.  Ensures the fair, impartial, objective and rapid resolution of complaints and inquiries.  Complaints investigated either personally or by staff specialists cover a broad range of unusual and/or controversial characteristics involving lack of guidelines, precedents, policies, or relevant data, and where the complainant may be fearful, skeptical, or distrusts management to treat him/her fairly.  

Factor 5, Scope and Effect





Level 5-4
  225 Points

The purpose of the work is to serve as Chief, Complaints and Investigations Division, and includes the development of command level guidance.  The Division provides a wide variety of specialized technical and investigative work associated with complex inquiries and complaints; to provide advice and assistance to base level Inspectors General, and to manage the Freedom of Information Act and Privacy Act programs.  Investigative processes typically involve assessing a variety of programs’ effectiveness, investigating or analyzing different types of unusual or complex conditions, problems, or questions.  Results of the work affects the entire Complaints and Inquiries program for the command, and ultimately the program of the Air Force.

Factor 6/7, Personal Contacts and Purpose of Contacts


Level 6/7-3c
 180 Points

Maintains contact with other staff offices within the MAJCOM, command installations, and staff personnel at SAF.  Outside contacts include liaison personnel and senior staff officials or general officer equivalent levels in congressional offices, other staff officials and other MAJCOM IG offices on an ad-hoc basis.

The purpose of contacts is to collect information, documentation, and data to substantiate and validate findings, facts, or violations of government policies, procedures, and instructions.  Contacts are also made to influence managers or other staff officials to accept and implement findings and recommendations resulting from complaints and inquiries.  It is possible that those contacted may be fearful, skeptical, or uncooperative during the questioning process of the investigation or inquiry.  The incumbent also uses contacts to acquire specific legal clarification or interpretation of Air Force and DOD directives for resolution of highly sensitive and specialized problems, allegations, or Congressional inquiries.  Contacts are also made to coordinate the final results of investigations, develop and/or implement a change in policy or procedure, and provide the information to the appropriate action office.
 Factor 8, Physical Demands





Level 8-1
   5 Points

The work is primarily sedentary with walking, standing, light carrying, and personal computer operating.  There are periodic requirements to travel around the installation in order to accomplish interviews of personnel.  Some travel is also required to evaluate the effectiveness of the IG complaint program at subordinate units.

Factor 9, Work Environment





Level 9-1
 
   5 Points

The work is performed in an office setting with adequate lighting, ventilation, and environmental control.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
May be required to travel by military or commercial air to visit subordinate installations and attend conferences and meetings.

_________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  US OPM Position Classification Standards for General Inspection, Investigation, and Compliance Series, GS-1801; US OPM Position Classification Standard for Equal Employment Opportunity Series, GS-0260; US OPM Administrative Analysis Guide 

Factor Levels and Points:  1-8/1550; 2-4/450; 3-4/450; 4-5/325; 5-4/225; 6/7-3c/180; 8-1/5; 9-1/5

GS-13 Point Range:  3155-3600

Total Points:  3190

Grade:  GS-13

CLASSIFICATION REMARKS:  

Series and Title Determination

This position management and direction of the command level Investigations and Inquiries program including the processing of IG complaints, Freedom of Information and Privacy Act requests, Fraud, Waste, and Abuse complaints, Congressional inquiries, etc.  The incumbent receives and follows up on various requests for assistance, allegations of potential wrongdoing, or complaints in administrative areas.  This follow up requires inquiry and/or investigation to gather facts and provide requested assistance and/or determine whether alleged violations have actually occurred and preparing the case file.  The position meets the definition of the GS-1801 Series that includes positions that administer, coordinate, supervise or perform inspectional, investigative, analytical, or advisory work to ensure understanding of and compliance with Federal laws, regulations, or other mandatory guidelines when such work is not more appropriately classifiable in another series either in the Investigation Group, GS-1800 or in another occupational series and is therefore assigned to the GS-1801 series.  There are no prescribed titles for this series; therefore the title Investigations and Inquiries Specialist, GS-1801 is assigned.
Grade Determination:

The GS-1801 standard does not contain grading criteria.  The position is evaluated by both the Equal Employment Opportunity Series Standard, GS-0260 and the Administrative Analysis Grade Evaluation Guide.  Both standards are written in the factor format and contain relevant work processes and the application of analytical processes and techniques.     

NOTE(S) TO USERS: 

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

2.  Duty 4, Supervisory Duties/Responsibilities:  This SCPD applies to positions where supervisory duties/responsibilities are performed less than 25 percent of the time (users should designate supervisory level “4” or “8,” whichever is appropriate and accurate).  Duty 4 should be deleted if the position has no supervisory responsibility.  This SCPD should not be used if the position spends more than 25 percent of the time performing supervisory duties/responsibilities.

__________________________________________________________________________________________________
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