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AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G689
SUPV LEVEL CODE:
 8
COMP LEVEL CODE:
109A
TARGET GRADE:
09
FLSA:
Exempt

JOB SHARE:

CAREER PROG ID:           
SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:
              
__________________________________________________________________________________________________

CLASSIFICATION:  Work/Life Specialist, GS-0101(99)-09

DUTY TITLE:  Family Support Center Community Readiness Technician
__________________________________________________________________________________________________

ORG & FUNC CODE:



1ST SKILL CODE:
   50%    ADDFSE   Social Science Prgm Splst/Family Support Education/Development 
2ND SKILL CODE:             50%    ADDFSN   Social Science Prgm Splst/Family Support Information & Referral 
3RD SKILL CODE:

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 03/17/03
CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.

________________________________________________________           _________________

CLASSIFIER 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 SIGNATURE


                   DATE

__________________________________________________________________________________________________

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 plan, implement, administer, and counsel on Family Support Center’s (FSC) career, transition, relocation, family, and other work/life services and activities provided to military members, retirees, Department of Defense (DoD) civilian members, and their families.

The organizational location of this position is:
__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  To assist commanders, military personnel and their families, and DoD civilian employees in managing the competing demands of the military mission and family.  The FSC provides information and family services necessary to support single and married military personnel, civilian employees, and family members through provision and conduct of programs and services that provide information, improve skills by fostering competencies and coping skills, and offer short-term support and assistance when necessary.

__________________________________________________________________________________________________

DUTY 1:








%
Critical



Assesses individual and family needs and provides continuing work/life services to eligible populations.  Interviews and assesses clients’ needs and concerns (e.g., family separation, parenting, personal financial management, child care, elder care, etc.); evaluates and interprets information gathered in interviews.  Assists clients in prioritizing issues and developing plans and goals that are tailored to specific needs and concerns.  Provides advice, guidance, and additional referral options to ensure clients have access and assistance in securing cost effective support or direct aid. Using interview data and changing AF demographics, develops family profiles, and addresses family issues affecting work as well as work issues affecting families.  Monitors and tracks each case to evaluate and ensure customer service and client satisfaction.  Periodically reviews cases with the organizational/unit work/life consultant, recommending and carrying out appropriate actions to resolve concerns.  Compiles data to document service effectiveness.  Provides individual and family consultation services, education, referrals, and follow-up.  Refers difficult or complex situations to senior FSC staff members or, after consultation with senior FSC staff, personally advises clients.  Conducts a variety of educational forums and briefings to enhance community capacity and thus assist serviced populations in improving work/life skills and knowledge of available resources.   

STANDARDS:
A.  Individual work and experience profiles are almost always identified and recorded accurately.

B.  Clients are routinely assisted effectively in prioritizing issues, establishing goals, and developing plans.

C.  Referrals typically result in effective courses of action to ensure appropriate work life solutions.  

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

DUTY 2:








%
Critical


Participates in implementing, maintaining, and providing installation work/life services that meet community needs.  Compiles subject matter resources and data in support of new program development for senior FSC staff members. Gathers data, compiles statistics, and prepares reports for Director’s submissions to base, MAJCOM and higher headquarters officials.  Implements referral policies and procedures between the FSC and base and community agencies; prepares memorandums of understanding to formalize agreements and roles.  Delivers training and seminars for standard work/life issues and interest areas such as personal financial management, employment, community life, transition, relocation, emergency/crisis assistance, personal and family readiness, and other work/ life issues.  Ensures compliance with regulatory requirements and governing directives.

STANDARDS:
A.  With few exceptions, participates in implementing, maintaining, and providing family and all other 

assigned work/life services in an effective manner.
B.  Routinely prepares accurate, properly formatted, thorough, and timely reports and memorandums of agreements.
C.  Typically provides accurate information, compiled data, and training to others in a timely manner.
KSA:  1, 2, 4, 5
__________________________________________________________________________________________________ 
DUTY 3:








%
Critical



Conducts and implements marketing and public relations campaigns to ensure target populations are informed of services and activities.  Researches, writes articles, and prepares and delivers presentations on services and activities.  Designs and develops service-specific pamphlets, brochures, and audio-visual aids to disseminate community resource information.  Maintains relationships with professional associations, base agencies, and others to enhance and deliver comprehensive services.  Identifies and develops formal and informal local networks to enhance service delivery (e.g., guest speakers, subject matter experts, etc.). Uses various forums and media to reach the serviced population, including conferences, meetings, and via telephone, television, radio, and/or the internet. May require nonroutine or extensive preparation.  


STANDARDS:
A.  Regularly conducts marketing strategy and public relations activities within established parameters.

B.  Routinely establishes procedures for flowing information appropriately and coordinates publicity/marketing campaigns accurately.
C.  Typically develops and maintains resource and promotional materials accurately and in a timely manner.

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








%
Critical




A. 
B. 



Ensures availability of technology-based resources to maximize customer access to a full spectrum of resources to meet life-cycle needs.  Develops statements of requirements and identifies potential sources for acquisition of resources.  Ensures that resource centers maintain sufficient supply of materials in support of work/life issues.  Ensures computer resources are available for client use.  Oversees customer utilization of available resources and provides necessary training
STANDARDS:
A. Resource materials are almost always up-to-date and available.  

B. Customer services are routinely provided in a timely and courteous manner.
KSA:  1, 2, 4, 5
__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of social services delivery systems as well as concepts, principles, theories, and practices relating to one or more of the social or behavioral science fields.


2.  Knowledge of personal financial management practices and techniques to provide clients with appropriate financial data and practical financial skills to enable them to make informed personal financial management decisions.

3.  Skill in conducting interviews to establish the nature and extent of concerns/issues, provide assistance in developing goals and plans, and determine appropriate referral services/options. 

4.  Skill in establishing and maintaining effective working relationships using tact and diplomacy in interactions with individuals/families and with program representatives and officials.

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



_________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required By The Position
-- Knowledge of social services delivery systems and concepts, principles, and theories relating to one or more of the social or behavioral science fields to assess needs and concerns of clients and help them to understand how certain behavior patterns/attitudes impact and affect their career, transition, relocation, and family situation and learn about their abilities, capacities, interests, and goals concerning their various work/life requirements.

-- Knowledge of personal financial management practices and techniques to provide clients with appropriate financial data and practical financial skills to enable them to make informed personal financial management decisions.

-- Skill in conducting interviews to establish the nature and extent of concerns/issues, provide assistance in developing goals and plans, and determine appropriate referral services/options.

-- Skill in establishing and maintaining effective working relationships using tact, diplomacy, and overall professionalism in interactions with individuals/families, program support representatives, and officials of management and resource agencies.
-- Skill in working with social service delivery systems in local community and gaining knowledge of individual agencies’ policies and procedures and establishing agreements.

-- Skill in using various computer software database, spreadsheet, word processing, and network programs such as Internet, Word, Excel, PowerPoint, HRD, DORS, TBB, and SITES.

-- Ability to collect, evaluate, and disseminate information and assess strengths, weaknesses, and needs of serviced population to establish program goals, objectives, and procedures.

-- Ability to communicate effectively both orally and in writing.

Factor 2, Supervisory Controls
Works under the supervision of the FSC Director (and also via a lead position at some installations) who provides overall program direction and resources and assists the incumbent with unusual situations.  Incumbent independently plans and carries out work in accordance with established instructions and guides on FSC career, transition, relocation, family, and other work/life programs/services, including standard personal financial management practices.  Keeps supervisor informed of progress on cases and potentially controversial issues.  Work is usually not reviewed in detail but instead for overall effectiveness and soundness of services/counseling provided.

Factor 3, Guidelines
Guidelines consist of DoD policies and AF Instructions for FSC services/programs; standard and accepted personal financial management practice and procedures; and accepted interviewing and counseling practices, methods, and techniques.  Guidelines require incumbent to use judgment for interpretation and adaptation to specific counseling cases or problems involving career, transition, relocation, family, and other work/life issues.

Factor 4, Complexity
Incumbent provides clients with appropriate career, transition, relocation, family, and other work/life services including   financial data and practical budget/financial skills to enable them to make informed choices that are tailored to their specific needs/concerns.  Provides counseling, analysis, and advice regarding a client’s specific work/life concerns/situation and options, services, and assistance available.  Incumbent identifies and assesses needs/concerns; assists clients in identifying and understanding their particular issues/problems; provides advice and guidance in establishing and prioritizing personal goals, and on options/services available to help them achieve these goals; and helps clients to understand certain behavior patterns/attitudes that are impacting their career, transition, relocation, family, or other work/life situation.

Factor 5, Scope and Effect

The purpose of this position is to provide relevant guidance on well-established work/life services and activities to military members and their families, retirees, and DoD civilian members.  Counseling and services provided affect the well-being of clients.

Factor 6, Personal Contacts
Contacts are with individuals and groups inside and outside the agency in moderately unstructured settings such as those with FSC clients/customers, installation commanders and management officials, representatives of referral organizations on and off the installation, and special emphasis groups.

Factor 7, Purpose of Contacts
The purpose of contacts is to counsel, advise, plan, and coordinate on career, transition, relocation, family, and other work/life services/programs and referral policies and procedures.
Factor 8, Physical Demands
Work is typically sedentary.  However, there may be some walking, standing, bending, or carrying of light items.  No special physical demands are required to perform the work.

Factor 9, Work Environment

The work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices and meeting/conference rooms.  The work area is adequately lighted, heated, and ventilated.
__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM Position Classification Standard (PCS) for Psychology Series, GS-0180, TS-74, June 1968;  OPM PCS for Social Work Series, GS-0185, TS-52, June 1964; Social Services Series, GS-0187, TS-55, February 1965; OPM Handbook of Occupational Groups and Families, Definitions of GS Occupational Groups and Series, Social Science Series, GS-0101, August 2001; and OPM Introduction to the Position Classification Standards, TS-107, August 1991.   
CLASSIFICATION REMARKS:



Series and Title Determination:

The purpose of this position is to plan, implement, administer, and counsel on the Family Support Center’s career, transition, relocation, family, and work/life services and activities (including personal financial management) provided to military members and their families, retirees, and DoD civilian members. The work requires: 1) knowledge of social services delivery systems and concepts, principles, and theories relating to one or more of the social or behavioral science fields; 2) skill in conducting interviews to gather information on the nature and extent of a variety of work/life problems/issues; 3) ability to evaluate concerns and needs, provide assistance in developing goals and plans, and provide guidance/direction on  referral services necessary and/or available; and 4) ability to establish and maintain effective working relationships with individuals, families, management, and representatives of social services agencies in the community using tact, diplomacy, and overall professionalism. Knowledges  used to assist clients in identifying and understanding behavioral patterns and attitudes that affect their personal situations are considered paramount in providing FSC’s services and in recruiting for this position.

This type of work falls within the Social Science, Psychology, and Welfare Group, GS-0100 which includes positions responsible for advising on, administering, supervising, or performing research or other professional and scientific work or other directly related work in one or more social sciences; in psychology; in social work; in recreational activities; or in the administration of public welfare and insurance programs. Although the work of this position is appropriately covered by the GS-0100 Group, there is no one series within the group which is specifically applicable.     


The  Social Work Series, GS-0185 includes positions which require application of a professional knowledge of the principles and practices of social work in performing such work as providing direct services to individuals and families, teaching and conducting research in social work, and consulting with members of related professions on social work questions.  Work covered by the GS-0185 series is limited to that which requires a master's degree from an accredited school of social work. Management has determined that there is a need in the subject position for knowledge of one or more of the social or behavioral sciences equivalent to that obtained by completion of a undergraduate degree program in the field but not that gained by obtaining  a master’s degree.


The Social Services Series, GS-0187 includes positions which require application of specialized program knowledge and service skills in providing assistance to individuals and families served by social welfare programs. GS-0187 positions do not require a knowledge of theories, concepts, or practices in one or more social or behavioral science fields such as that  used in the subject position to help clients identify a variety of problems, concerns, and behavioral patterns that impact their individual situations as well as goals and plans to assist in making changes.
The Psychology Series, GS-0180 involves professional work relating to the behavior, capacities, traits, interests, and activities of human and animal organisms. Psychologists are concerned with how an organism behaves in an environment in response to stimuli, determining the reasons for the behavior, and predicting and modifying behavior. The GS-0180 series has a minimum (“positive”) education degree requirement. Although the subject position is involved in assisting individuals and families in identifying and understanding certain behaviors and how they relate to their issues/concerns, the work does not involve the extent of behavioral analysis or the degree of counseling responsibilities described in the GS-0180 series.

The Social Science Series, GS-0101 is more appropriate to the work of the subject position than those described above or any other available in the GS-0100 Group. The GS-0101 includes positions the duties of which are to advise on, administer, supervise, or perform research or other professional and scientific work in one or any combination of the social sciences when such work is not classifiable in other series of this occupational group. The GS-0101, although a series covering professional and scientific work, does not have a minimum (“positive”) education degree requirement – i.e., a candidate can meet the OPM qualification standards for GS-0101 work via education, a combination of education and experience, or four years of appropriate experience that demonstrates that the applicant has acquired knowledge of one or more of the behavioral or social sciences equivalent to a major in the field.
T

here is no title prescribed by the GS-0101 Series.  In keeping with titling practices in the Introduction to the Position Classification Standards and current concepts and practices in the FSC, the constructed title for this position is Work/Life Specialist.
Grade Determination:
The GS-0101 Series does not contain grading criteria.  The GS-0180 Series was used to grade the duties and responsibilities of this position as the psychology counseling work described in that series is the most directly-related, available grading criteria. Counseling psychologists, like incumbents of this position, help clients learn about their abilities, capacities, interests, goals, and needs; identify available options; and select appropriate options/services to fit their goals and needs. The GS-0180 uses two classification criteria for determining grade level:  a) Nature of Assignments, and b) 
Level of Responsibility.

Nature of Assignments:  Psychologists apply basic psychological theories and principles as well as specialized methodologies and techniques in a wide variety of circumstances.  They utilize professional knowledge and skill in addition to knowledge of specific subject-matter areas.  The counseling psychologist must be familiar with the family, social, and economic forces that affect their clients.  They must know the practices and policies of their employing agencies; entitlements to agency services; and the functions of the counselor-client team, community and social resources, the general local employment conditions, etc. 

This position exceeds the GS-07 level at which developmental assignments are performed that include routine tasks in support of higher grade psychologists.  Incumbents of this position provide one-on-one counseling, including identifying and assessing work/life needs and concerns and providing appropriate information and practical knowledge to enable clients to make informed choices.

This position meets the GS-09 level at which psychologists provide factual data to clients concerning their aptitudes, interests, abilities, and achievement levels as indicated in the results of standard tests and information gathered in interviews and questionnaires. Usually clients have the capacity to accept, understand, and act on facts with little need for psychologically structured assistance. Contacts with clients and others are made independently. This is similar to the work of the Work/life Specialist who assesses factual information about, and provides counseling to, clients on a variety of work/life situations; assists clients in identifying and understanding their particular issues; provides advice and guidance on establishing and prioritizing personal goals as well as available options/services; and helps them to understand certain behavior patterns and attitudes that are impacting their situation.

The position does not meet the GS-11 level at which psychologists deal with clients who represent a wide variety of vocational, educational, and disability problems, although normally not disabilities with serious handicapping effects that require long-range rehabilitation. They are regularly confronted with situations where there is difficulty in determining what the client needs or wants or convincing them to accept problems exist. The work of the subject position, however, does not involve assessing factors of personality structure and dynamics that are not readily identifiable. The Work/life Specialist provides clients who are generally aware if their situations with factual data and practical skills to enable them to make informed choices tailored to their specific needs/concerns. 

Level of Responsibility:  
The position exceeds the GS-07 level and fully meets the GS-09 level.  At the GS-07 level assignments are typically accompanied by a discussion of the purpose and scope of the work. Completed work is reviewed in detail for adherence to instructions, completeness, accuracy, and thoroughness in the application of established methods.  At the GS-09 level assignments typically are accompanied by a definition of the problems involved and discussion of the objectives to be met, but are not accompanied by detailed preliminary instructions regarding sources of information or  techniques or methods to use. The supervisor or higher grade psychologist is available to provide guidance with  problems not previously encountered.  Psychologist-client contacts are not subject to detailed review. In the subject position clients are generally aware of their problems and are seeking assistance and guidance on dealing with their needs/concerns. The incumbent, working under the supervision of the FSC Director (and via a lead at some installations), independently plans and carries out duties in accordance with appropriate guidelines. Work is not reviewed in detail but instead for effectiveness and soundness of services provided.

The work of this position does not fully meet the GS-0180-11 level of responsibility. For example, at the GS-11 level contacts are important in the scientific effectiveness and public acceptance of work. However, personal contacts in the subject position are typically for identifying and providing guidance on clients’ needs and concerns, as well as arranging  and coordinating assistance/resources for clients with organizations both on and off the installation. 

Final Classification: Work/Life Specialist, GS-0101-09.

NOTE TO USERS:  

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