STANDARD CORE PERSONNEL DOCUMENT                                                                                     Number:  9G315


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

CPD NUMBER:
9G315

SUPV LEVEL CODE:
1  
COMP LEVEL CODE:
45SA

TARGET GRADE:
11
FLSA:
Exempt


JOB SHARE:
N
CAREER PROG ID:
2 (Services Career Program)

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST: 
See Classification Remarks 

__________________________________________________________________________________________________

CLASSIFICATION:  Human Resources Officer (NAF), GS-0201-11

DUTY TITLE:  Human Resources Officer

__________________________________________________________________________________________________

ORG & FUNC CODE:
SRY
Services

1ST SKILL CODE:
100 %
AGGPPD
Personnel Management Specialist/Nonappropriated Fund

2ND SKILL CODE:

3RD SKILL CODE:

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 12/04/01

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:

[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 act for the installation commander in the administration of the authority to appoint, classify, promote, reassign, discipline, demote, detail, compensate, separate, or effect other related personnel and position transactions pertaining to nonappropriated fund (NAF) human resources.  Serves as Chief of the Human Resource Office in planning, administering, supervising (at least 25 percent of the time), advising on, and performing technical functions involving NAF personnel programs.

The organizational location of this position is:  Services Squadron, Human Resources Office
_________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of this position are:
__________________________________________________________________________________________________

DUTY 1:








%
Critical

Administers and manages the NAF human resources (HR) programs.  Serves as an advisor to Services management regarding NAF human resources programs, to include classification and position management, staffing and placement, employee-management relations, and training.  Provides interpretation and guidance on all aspects of NAF personnel regulations and policies.  Develops and monitors short- and long-range plans to ensure human resources programs are consistent with Department of Defense (DoD), Air Force (AF), and NAF regulations, policies, and procedures.  Uses a variety of resources (base newspaper, briefings, memorandums, bulletins, etc.) to keep employees and management informed of human resources issues/programs.  Serves as a liaison between the Civilian Personnel Flight’s Labor Relations Officer and NAF management in administering the local NAF labor relations programs.  Provides guidance and advice to NAF Instrumentality (NAFI) managers in administering the negotiated labor agreement.  Maintains a constructive relationship with local union officials which fosters resolution of issues by means of collective bargaining.  Serves as the Equal Employment Opportunity (EEO) point of contact for NAF, working closely with the base level chief EEO Counselor on discrimination complaints.  Conducts internal self-evaluation reviews of NAF human resources programs to ensure personnel actions and processes conform to all applicable laws and regulations.  Takes appropriate corrective action when deficiencies are found.  Fosters a quality management environment and ensures NAF personnel are informed and trained on quality AF programs.  Assures the integrity of the NAF Personnel data system (NAF-PS).  Assists in the monitoring and controlling of the operation and maintenance of the automated system.  Ensures accuracy and timeliness in processing personnel actions.  Reviews products, and researches and corrects rejects that occur.  Utilizes the NAF-PS to obtain a variety of statistics/data on NAF employees and human resources programs.  Provides management with position control registers and other automated personnel statistical documents/reports.

STANDARDS:
A.  Typically plans, administers, and manages NAF human resources programs in an effective manner.

B.  Interpretations, advice, guidance, and self-evaluations are typically accurate and provided in a timely manner.

C.  Typically ensures the integrity, accuracy, and timeliness of the NAF-PS is maintained.

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

__________________________________________________________________________________________________
DUTY 2:








%
Critical

Performs and advises on classification and position management for NAF positions encompassing crafts and trades, clerical, administrative, technical and some professional work.  Plans and administers the NAF position classification and management program, ensuring program is responsive to the needs of Services management.  Provides advice and guidance to managers/supervisors on identifying significant job changes, differences between major and minor duties, organizational structuring, and sound position management practices.  Conducts position reviews; performs desk audits; classifies positions to proper series, title, and grade/pay band according to duties and responsibilities; determines and assigns Fair Labor Standards Act (FLSA) designations; and prepares required evaluation statements.  Utilizes standard position guides (SPGs) or descriptions (SPDs) to maximum extent and participates in developing such SPGs/SPDs.  Maintains up-to-date master files/books for position descriptions and guides, and conducts periodic classification reviews.  Provides guidance and assistance in classification appeals.  Participates in planning and conducting local NAF wage surveys in accordance with regulatory guidance.  May serve as Chairman/Co-Chairman of the NAF Locality Wage Survey Committee.

STANDARDS:
A.  Typically plans and administers the NAF position classification and management program in accordance with applicable regulatory guidance.

B.  Normally thoroughly conducts classification reviews and desk audits in a thorough and timely manner, and ensures positions are accurately classified, FLSA designations are correctly assigned, and evaluations are properly completed.

C.  Almost always completes all wage survey actions in a timely manner and in accordance with DOD Wage Fixing Authority.

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

__________________________________________________________________________________________________
DUTY 3:








%
Critical

Oversees and performs work involving the administration of the NAF Affirmative Employment Program.  Develops plans to ensure recruitment and placement services/programs are responsive to the needs of Services organizations.  Provides advice to management on internal and external recruitment programs.  Conducts analyses and studies to identify short- and long-range personnel requirements for organizations.  Administers the NAF recruitment and placement programs for filling a variety of positions and specialties involving crafts and trades, clerical, administrative, technical, and some professional positions.  Maintains an awareness of labor market conditions and priority placement candidates.  Monitors the maintenance of the applicant supply file, official personnel folders, and job analysis files.  Ensures that areas of special emphasis are considered in staffing and placement actions.  Conducts job analyses and develops qualification standards for jobs which no standards exists.  Refers best qualified candidates to selecting officials.  Sets pay in accordance with applicable regulations for those positions not covered by pay banding.  Ensures required pre-employment requirements (i.e., security clearances, physicals, food handlers certifications, etc.) are completed.  Conducts reduction-in-force/Business Based Actions as required.

STANDARDS:
A.  Plans and oversees NAF recruitment and placement programs to ensure they are responsive to management’s needs in a typically effective manner.

B.  Normally performs and administers the NAF recruitment and placement functions promptly and in accordance with regulatory guidance.

C.  Applicant supply files, official personnel folders, and job analysis files are typically accurately maintained.

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

__________________________________________________________________________________________________
DUTY 4:








%
Critical

Advises and assists NAF supervisors, managers, and employees in employee relations and training programs.  Ensures managers and supervisors are aware of their responsibilities, and encourages effective communication between supervisors/managers and employees.  Establishes, implements, and monitors local policies and procedures to be followed in planning and conducting all phases of employee relations programs.  Provides counseling and advice on employee-management problems, conduct and discipline, grievances, complaints of discrimination, performance evaluations, awards, workers compensation, health and life insurance benefits, savings plans, and retirement.  Works with management and union officials to settle informal grievances.  Ensures the union is kept abreast of anticipated and actual changes in working conditions.  Monitors job related injury cases and administers unemployment compensation cases, assembling appeal packages when unemployment compensation is deemed inappropriate.  At least once a year, disseminates procedures to employees on filing appeals or grievances relating to conditions of employment and within the scope of NAF Appeals and Grievances regulations/policies.  Establishes official files for appeals/grievances; reviews appeal/grievance packages to ensure they are complete, timely, and within scope of NAF policies; and forwards to appropriate commander/director for action.  Plans, coordinates, and conducts required new employee orientation and training on responsibilities and obligations to the AF and NAF, hours of work, annual and sick leave privileges, health and life insurance and retirement benefits, and other rights and services available.  Conducts training for new NAF supervisors and managers on their responsibilities regarding NAF human resources programs.  Ensures AF programs and facilities are used to the maximum extent possible for training and developing NAF employees.  Assists supervisors in identifying immediate and long-range NAF training requirements.  Encourages self-development activities by NAF employees.  Monitors the NAF Intern Programs to include tracking, administering, and scheduling required training.  

STANDARDS:
A.  Advice and assistance is typically provided in a professional and courteous manner on employee-management relations and training issues/programs.

B.  Normally ensures all actions, issues, and programs comply with regulatory requirements and timelines.

C.  Complaints, grievances, and appeals are typically analyzed to detect and correct potential trends and/or problems correctly and in a timely manner.

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

__________________________________________________________________________________________________
DUTY 5:








25 %
Critical

Performs supervisory personnel management responsibilities.  Plans and assigns work to be accomplished by subordinates, considers difficulty of assignments and capabilities of employees, sets and adjusts priorities, and prepares schedules for completion of work.  Develops ways to improve work methods and processes.  Provides guidance and advice on work and administrative matters.  Approves leave.  Evaluates work performance of subordinates.  Hears and resolves complaints.  Effects disciplinary measures.  Identifies and arranges for needed development and training of subordinates.  Interviews candidates and makes selections for positions in the office.  Applies Equal Employment Opportunity concepts and requirements to actions and decisions and maintains an appropriate working environment.

STANDARDS:
A.  Supervisory management responsibilities are normally conducted effectively and in accordance with appropriate guidelines.

B.  Guidance and direction to subordinates is typically accurate and timely provided.

C.  Almost always strives to improve work methods and processes.

KSA:  1, 3, 4, 5, 6

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of laws, regulations, policies, practices, and procedures covering NAF human resources programs involving classification and position management, recruitment and staffing, employee-management relations, equal employment opportunity, labor relations, and employee development and training to appoint, classify, promote, reassign, discipline, demote, detail, compensate, separate, or effect other related personnel and position transactions pertaining to NAF human resources.

2.  Knowledge of automated personnel data systems to ensure accuracy and timeliness in processing of NAF personnel actions and generate automated products/documents.

3.  Skill in written and oral communications to disseminate guidance, letters, bulletins, etc., on human resources issues and programs; conduct briefings; and present issues and recommendations.

4.  Ability to apply analytical and diagnostic techniques and quantitative and qualitative techniques sufficient to identify, evaluate, and recommend to management appropriate human resources interventions to solve a variety of problems and issues.

5.  Ability to plan, organize, and direct the functions and staff of a manage and supervise a small human resources office (e.g., budgeting, safety, perform supervisory human resources management responsibilities, etc.)

6.  Ability to maintain good working relationships and gain support for human resources program goals.
__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required by the Position




Level 1-7

1250 Points

-- Knowledge of and skill in applying, a wide range of human resource management concepts, laws, policies, practices, analytical, and diagnostic methods and techniques sufficient to solve a wide range of NAF HR problems and issues, and sufficient to provide comprehensive HR management advisory and technical services on substantive organizational functions and work practices.

-- Knowledge of and skill in applying a wide range of recruitment and placement and position classification concepts principles and practices to incorporate consideration of career ladders, career development and training, management concepts, working conditions, recruitment and retention incentives, organizational design, and position classification and position management to provide management with flexible alternatives for problem resolution.

-- Knowledge of, and skill in applying, analytical and diagnostic techniques and quantitative and qualitative techniques sufficient to identify, evaluate, and recommend to management appropriate HR interventions to resolve complex interrelated HR problems and issues.

-- Knowledge of, and skill in applying, techniques for developing new or modified HR work methods, approaches, or procedures for delivering effective HR services to NAF clients.

-- Knowledge of, and skill in applying consensus building, negotiating, coalition building, and conflict resolution techniques sufficient to interact appropriately in highly charged emotional situations.

-- Ability to communicate orally and in writing to develop and deliver briefings, project papers, status/staff reports, and correspondence to NAF managers to foster understanding and acceptance of findings and recommendations.

-- Ability to manage and supervise a small HR office, including budgeting, safety, etc.

Factor 2, Supervisory Controls





Level 2-4

450 Points

The supervisor outlines overall objectives and resources available to the NAF element.  The employee and supervisor, in consultation, discuss time frames, scope of the assignment including possible approaches to the provision of NAF human resources services.  The employee determines the most appropriate principles, practices, and methods to apply to assignments, including the approach to be taken, degree of intensity, and depth of research in management advisories; frequently interprets regulations on own initiative; applies new methods to resolve complex and/or intricate, controversial, or unprecedented issues and problems, and resolves most of the conflicts that arise; and keeps the supervisor informed of potentially controversial matters.  The supervisor reviews work for soundness of overall servicing approach, effectiveness in meeting requirements or producing expected results, and adherence to HR program requirements.  The supervisor does not usually review methods used.

Factor 3, Guidelines






Level 3-3

275 Points

The employee uses a wide variety of reference materials and manuals; however, they are not always directly applicable to issues and problems or have gaps in specificity.  Precedents are available outlining the preferred approach to more general problems and issues.  The employee uses judgment in researching, choosing, interpreting, modifying, and applying available guidelines for adaptation to specific problems or issues.

Factor 4, Complexity






Level 4-4

225 Points

The work consists of the full range of management advisory services within position classification, recruitment and placement, and employee and labor relations functions.  The incumbent conducts detailed planning to gather and interpret information and data for assessing a variety of HR problems, issues and circumstances, exercising originality by analyzing and refining existing work methods and techniques.  Determines the most effective and efficient approach to meet customer requirements; identifies ways to improve or enhance current HR services to ensure that services meet management’s short and long-range business objectives.  Designs organizational structures, evaluates functions and operating needs, and makes recommendations regarding appropriate classification of positions, the development of career ladders where possible, and identification and cultivation of recruitment avenues and strategies, determining rating and ranking factors, developing crediting plans and assessing candidates qualifications.  Reviews and evaluates serious or sensitive misconduct and disciplinary cases to determine a suitable course of action and to determine if mitigating circumstances are present and would have an impact on penalty determination.  Exercises independent judgment in resolving a wide variety of problems that are complicated by ambiguous, disputed, conflicting, and/or incomplete data requiring significant reconstruction to isolate issues and/or problems; identifies and clarifies problems and issues to propose recommendations; reconciles conflicting or incomplete information; identifies and extracts additional information; defines the problem in terms compatible with appropriate laws, policies, or regulations; and/or weighs pertinent facts in formulating a legal and/or factually supportable position.

Factor 5, Scope and Effect






Level 5-3

150 Points

The work involves applying accepted criteria, principles, and methods to resolve a variety of NAF HR issues and problems.  The work influences the decisions made by local NAF managers and other employees, and affects customer perception of the overall quality and service of the NAF HR program.

Factor 6, Personal Contacts and Factor 7, Purpose of Contacts

Level 6/7-2C
145 Points

The employee has contacts with employees and managers on the installation, as well as employees, representatives of private concerns, applicants, and/or beneficiaries, in moderately structured settings.

The purpose of contacts to “sell” NAF HR program concepts in order to gain acceptance of advice which in some cases results in conflict because the correct “technical” answer to issues and problems are not readily acceptable to managers or employees.  The employee must be skillful in approaching contacts to obtain the desired effect; e.g., gaining compliance with established HR policies and regulations by persuasion or negotiation.

Factor 8, Physical Demands





Level 8-1

  5 Points

The work is sedentary.  Some work may require walking in offices, warehouses, and similar areas for meetings, position audits, etc.  The work does not require any special physical effort.

Factor 9, Work Environment





Level 9-1

  5 Points

The work area is adequately lighted, heated, and ventilated.  The work environment involves everyday risks or discomforts that require normal safety precautions.  May be occasionally exposed to uncomfortable conditions in such places as production facilities, warehouses, etc.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  May be required to travel by military and/or civilian aircraft in the performance of official duties.

2.  Monitors covered positions and registrations for the Services NAF Career Program.

_________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM Job Family Position Classification Standard for Administrative Work in the Human Resources Management Group, GS-0200, December 2000; OPM General Schedule Supervisory Guide (GSSG); Introduction to the Position Classification Standards; HRCD-7, July 1999; and DOD Supplementary Guide to the GSSG dated June 1993.

Total Points:  2505

GS-11 Point Range:  2355-2750

Grade:  GS-11

CLASSIFICATION REMARKS:  

1.  New classification standard applied 9 Jul 01.  

2.  Title of position updated 4 Dec 01.  Position titling coordinated with HQ USAF/DPFC 3 Dec 01.  

3.  The technical duties equate to a GS-11 (see Classification Summary above).  Additionally, since this position performs supervisory duties/responsibilities which encompasses at least 25 percent of the incumbent’s time, the General Schedule Supervisory Guide has been applied and the supervisory duties equate to a GS-10 level:


Factor 1, Program Scope and Effect
Level 1-2,   350 Points


Factor 2, Organizational Setting
Level 2-1,   100 Points


Factor 3, Supervisory and Managerial


                  Authority Exercised
Level 3-2,   450 Points


Factor 4, Personal Contacts


                  Nature of Contacts
Level 4A-2,  50 Points


                  Purpose of Contacts
Level 4B-2,  75 Points


Factor 5, Difficulty of Typical Work


                  Directed
Level 5-4,   505 Points


Factor 6, Other Conditions
Level 6-2,   575 Points



Total Points:  2105 Points



GS-10 Range = 2105 - 2350

In accordance with guidance found in the Introduction to the Position Classification Standards on mixed grade positions, the final classification of this position Human Resources Officer (NAF), GS-201-11.
NOTE(S) TO USERS:  

1.  Duty 5, Supervisory Duties/Responsibilities:  This SCPD applies to Human Resources Officer positions where supervisory duties/responsibilities are performed at least 25 percent of the time.  If the Human Resources Officer spends less than 25 percent of the time performing supervisory duties/responsibilities, then SCPD #9G314 should be applied.

2.  NAF Labor Relation Program:  Some locations do not have a NAF labor relations program.  For those locations, delete the statements in the SCPD referring to a labor relations program or negotiated agreement (Duty 1, Recruitment KSAs, and Personal Contacts).  As these changes do not affect the classification nor the staffing pattern, continue to use the SCPD number (9G315) rather than assigning a local CPCN.

__________________________________________________________________________________________________
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