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PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:


The primary purpose of this position is:  In a sentence or two, briefly describe the overall purpose of this position.  For instance:





     To provide information and explain pertinent legal provisions related to health benefits systems.  Also assists


     individuals in preparing documents and resolving errors or other problems in obtaining benefits.  





The organizational location of this position is:  Indicate the entire location of the position including MAJCOM, base, organization and state.  For example:





     99 Tactical Fighter Wing (ACC), 99 Medical Group, 99 Medical Operations Squadron, Benefits Flight,


     Big Blue AFB, IA.


__________________________________________________________________________________________________


ORGANIZATIONAL GOALS OR OBJECTIVES:


The organizational goals or objectives of this position are:  Describe in a sentence or two the goals of your immediate organization and how they contribute to the overall AF mission.  Or you may include a standard statement issued by your Civilian Personnel Flight (CPF), such as:


     Mission and functions are described in AFI 38-201.


__________________________________________________________________________________________________


DUTY 1:							%		Critical		Non-Critical





Duties, also known as major job requirements (MJRs) or performance elements, are a critical part of the Core Personnel Document (CPD).  Each duty plays a significant role in recruiting qualified employees for the position and evaluating an employee’s performance once the position is filled.





The order in which duties are listed may vary.  The first duty paragraph should normally be the one that constitutes a majority of the employee’s time (by percentage) and/or which is the highest level of work being performed (by grade level, if known).  If the position is supervisory, the first duty should address supervisory responsibilities.





Normally, four to seven duties will be sufficient.  Remember, only significant duties and responsibilities should be described, not every task the employee must accomplish.  





The duty paragraph should begin with a short sentence that summarizes the paragraph.  This sentence serves as a major job requirement (MJR) upon which the knowledges, skills and abilities (KSAs) used for recruitment are based.  (KSAs are explained/listed later in the CPD.)  This sentence also serves as a performance element to be used when an employee’s performance is being appraised.  Each duty will be identified as critical or non-critical as part of the appraisal function of the CPD.  There are no requirements for a specific number of critical or non-critical duties/elements.  However, it is recommended that at least one be non-critical and the majority be critical.  If possible, this first sentence should be distinguished from the rest of the paragraph by bold type, underscoring, etc.





The remainder of the paragraph should describe the supporting tasks of the duty in greater detail and should include all information necessary to meet the classification standard of adequacy.  Use active verbs, such as writes, creates, recommends, lectures, etc.  If incidental duties are described, explain how often they occur, such as “once a month, as requested, “ etc.  Finally, indicate the percentage of time spent by the employee in accomplishing the duty as a whole.





EXAMPLE OF DUTY 1:





     Advises individuals of the health insurance programs available to them.  Provides information concerning


     the eligibility requirements of each, the exclusions of certain diseases or conditions, and the different levels of benefits 


     for some conditions as compared with others.  Evaluates the special circumstances of each individual in order to assist


     them in reaching a decision.    





If you need any assistance in developing or writing the duties of this position, contact the appropriate personnel specialist within your servicing CPF.





STANDARDS:





How you measure the performance of the duty is described in this area by performance standards.  Standards should relate to the duty described, should be within the employee’s control and should address quantity, quality, timeliness and/or work behaviors necessary for at least fully successful performance of the duty.  A standard may address one or all of these factors, depending on what attributes you need to measure to indicate successful performance.





     QUANTITY standards describe how much or how often something is performed.


     QUALITY standards describe how well something is performed.


     TIMELINESS standards describe when or how soon something is performed.


     WORK BEHAVIOR standards identify observable behaviors which lead to success on the job.





Three performance standards for each duty element should be sufficient; complex duties may warrant more.





EXAMPLES OF STANDARDS FOR DUTY 1:





     A.  Accurately  provides information on health benefits programs in a courteous and timely manner.  





     B.  Researches all health benefits programs on a routine basis to ensure accurate, current information is provided.





Remember, these standards are what you as a supervisor will use to measure the employee’s performance.  Therefore, it is important that each standard be measurable and reasonable.  A quantity standard that can not accurately be measured is of no use to you as a supervisor and is unfair to the employee.  Also, do not use standards that are impossible to exceed (for example, a standard requiring 100% accuracy).  Each standard should be written for a satisfactory level of performance.  This gives above-average employees the opportunity to excel without penalizing average employees.  





KSA:  After the standards are listed, indicate the number(s) of the KSA(s) that pertain to the duty as a whole.  (Again, these will be listed later in the CPD.)  For example:





     KSA:  1, 3





__________________________________________________________________________________________________


DUTY  2:                                                           			%                     Critical                    Non-Critical


STANDARDS:


KSA:


__________________________________________________________________________________________________


DUTY  3:                                                           			%                     Critical                    Non-Critical


STANDARDS:


KSA:


__________________________________________________________________________________________________


DUTY  4:                                                           			%                     Critical                    Non-Critical


STANDARDS:


KSA:


__________________________________________________________________________________________________


RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA)





Knowledges, skills and abilities (also known as KSAs) describe the qualities a candidate must possess in order to successfully perform the duties and responsibilities of the position.  KSAs represent the essential requirements of a position, not the “most desirable” attributes of the very best qualified candidate.  In most cases, KSAs may not be “agency-specific.”  In other words, they seldom require that an employee have a knowledge of or skill in a particular Air Force program.  Requiring these specific items would eliminate all non-Air Force candidates and unduly restricts open competition.





A KNOWLEDGE is information about a subject matter area which must be applied directly to the performance of work.  For example:





     1.  Knowledge of laws, regulations, precedents and procedures related to health benefits programs.





A SKILL is a proficient manual, verbal or mental manipulation of data or things.  For example:





     2.  Skill in oral communication.





An ABILITY  is a competency to perform an activity that can be demonstrated by experience, education or training.  An ability is not used to measure a candidate’s “potential.”  For example:





     3.  Ability to explain options and varying provisions of health benefits programs as they apply to individual cases.





KSAs are critical to the entire recruitment process and are used in a variety of ways.  For example, they often are listed verbatim in job vacancy announcements when recruitment for a specific position is being conducted.  They also are used throughout the merit promotion process for screening-out unqualified candidates and determining meaningful differences in rank-ordering candidates for referral.





Normally, there are no more than four to six KSAs identified for a position; complex or multi-skilled positions may require more in order to determine quality-differences among competitors.  Knowedges should be listed first, followed by skills, then abilities.  Since knowledges and skills are more observable behaviors, they can be measured more readily than abilities.  Therefore, it is likely that fewer abilities need to be identified.  All KSAs should be complete but not overly-detailed.  It is not necessary to describe how a KSA is used as long as it relates to the duty element where it is listed.  If a KSA can not be related to a specific duty, it should not be used. 


SUPERVISORY CONTROLS


Use this area to describe how work is assigned, the kind of supervision and guidance received, and the kind of review given to work in progress or upon completion.  Supervisors have direct or indirect controls over the work in the way assignments are made, instructions are given, priorities and deadlines are set, and objectives and boundaries are defined.


What is the employee’s responsibility for carrying out the work?  To what extent is the employee expected to develop the sequence and timing of various aspects of the work, to modify or recommend modification of instructions, and to participate in establishing priorities and defining objectives?


How is the work reviewed?  What is the nature and extent of the review of work? There may be a close and detailed review of the work during each phase of the asssignment; detailed reviewed of the finished work; spot-checks of finished work for accuracy; or reviews only for adherence to the policy established in the office.


EXAMPLE:  The supervisor assigns work in terms of objectives and basic priorities and is available for consultation in resolving controversial issues.  The employee independently plans and carries out the assignments, selecting the approaches and methods to be used in solving problems encountered. Assignments are reviewed to determine that the objectives are met and for compliance with agency policies and regulations.


GUIDELINES:


What guidelines are used in doing the work?  Guides may be operating procedures and policies, traditional practices, or references, such as manuals, handbooks, etc.  Individual positions vary in the degree to which the guidelines are specific, applicable to the work, and available for doing the work.


How much judgment is needed in using the guidelines?  The existence of specific instructions, procedures, and policies may limit the opportunity of the employee to interpret or adapt the guidelines.  On the other hand, the absence of a method for a phase of work may require the employee to use considerable judgment in researching related methods to develop a new one or in deciding between alternatives.


EXAMPLE:  Guidelines include agency instructions and directives, health benefits providers manuals, precedents, and files or previous projects.  While these guidelines are generally applicable, the incumbent makes adaptations in dealing with unique problems.





ENVIRONMENTAL FACTORS:





Describe the physical surroundings in which the employee works (i.e., in an office where there are normal, everyday risks, in a hospital where there is possible exposure to contagious diseases, or in a coal mine where there is potential for roof falls, etc.) and any special safety instructions or precautions which must be observed to avoid mishaps or discomfort (i.e., protective clothing or gear such as masks, gowns, coats, hard-toed shoes, etc.).  It is not necessary to describe normal everyday safety precautions, such as use of safe work practices in an office or observance of fire instructions and traffic signals.





EXAMPLE:  Work is performed in a normal office setting where basic safety precautions are required.


_________________________________________________________________________________________________


Other significant facts pertaining to this position are:  List other important facts about the position such as temporary duty (TDY) and other travel requirements, rotating shifts, uncommon tours of duty, etc.  If there are no additional facts worth mentioning, list “None.”  Examples include:





	Work occasionally requires travel away from the normal duty station.





ADDITIONAL GUIDANCE ON CORE PERSONNEL DOCUMENTS





Some positions will require that other specific factors of the job be addressed.  Before beginning to develop the CPD, contact the servicing personnel office and/or review the classification standard for the position.  This will familiarize you with the information the classifier will need in order to accurately assign a grade to the position and may save time in the classification process.   


_________________________________________________________________________________________________ 
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