STANDARD CORE PERSONNEL DOCUMENT                                                                              Number:  9G330

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G330

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
059A

TARGET GRADE:
04
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:
See Notes to Users


__________________________________________________________________________________________________
CLASSIFICATION:  Budget Clerk (Office Automation), GS-0561-04

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

1ST SKILL CODE:
70%
BUC

Budget Clerk

2ND SKILL CODE:
30%
OAS

Office Automation Clerk/Ast

3RD SKILL CODE:

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPSFH, 4/24/98

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:



*Signature acknowledges receipt.  It does not indicate agreement/disagreement.

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:
The primary purpose of this position is:  To perform clerical work in direct support of budget analysis and administration, and to perform office automation duties.
The organizational location of this position is:  

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

DUTY 1:







%
Critical



Performs various clerical budget duties to maintain assigned accounts using established instructions, practices, or precedents.  Processes routine requests for allotment of funds, sorting documents and locating and assembling information.  Examines requests for allotments to verify that all necessary prior approvals and concurrences have been obtained, forms contain required information, figures are accurate, and funds are available in the amount requested.  Resolves recurring errors based on a review or knowledge of similar cases or samples, or by selecting from among other clearly recognizable alternatives.  Verifies accounting classification data on budgetary documents.  Records obligations, expenditures, transfer of funds, and similar budgetary transactions and adjusts account balances to reflect changes.  Notifies supervisor of immediate problems such as overages or shortages in assigned budget accounts.

STANDARDS:

A.  Usually reviews budgetary transactions for accuracy in a timely manner.
B.  With rare exception, immediately notifies supervisor of overages or shortages in accounts.

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

DUTY 2:







%
Critical



Maintains and compiles recurring reports on cost data and other budgetary information to support the budget execution process.  Extracts financial information and assists in the preparation of various budgetary reports.  Compiles and summarizes data into prescribed formats.  Distributes a variety of financial reports to Defense Finance and Accounting Service (DFAS) and appropriate managers. 

STANDARDS:

A.  Almost always accurately completes reports in a timely manner.

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







%
Critical



Assists in developing future years budget requests for assigned organizational components.  Reviews estimates submitted for mathematical accuracy and compliance with prescribed parameters and accepted budget practices.  Checks accuracy of budget data using standard formulas to calculate and/or verify calculations.  Prepares source documents for preparation of the budget.  Provides pertinent standard information from data base files to the financial analyst for use in defending budget submissions as required.

STANDARDS:

A.  Typically performs effective reviews of estimates for accuracy and compliance with established guidelines.

B.  In responding to requests, usually provides accurate information from data base for budget submission in a timely manner.

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

__________________________________________________________________________________________________

DUTY 4:







%
Critical



Performs clerical support to ensure efficient office operations.  Receives and answers routine telephone inquiries or refers to appropriate staff.  Receives and refers visitors.  Answers recurring questions and resolves clerical and administrative problems.  Distributes mail and messages.  Establishes controls and suspense dates, and follows up on suspense dates to ensure that required actions and responses are made within deadlines.  Updates and posts manuals on policies and directives.  Maintains files of correspondence, regulations, directives, letters, and other publications.

STANDARDS:
A.  With few exceptions, furnishes accurate and courteous responses to customers.

B.  Usually effectively establishes controls and suspense dates and follows up to ensure suspenses are met.

C.  Typically updates and posts regulations in a timely manner and accurately maintains files.

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

__________________________________________________________________________________________________

DUTY 5:







%
Critical



Uses varied and advanced functions of word processing software to create, format, modify, edit, and print a variety of letters, reports, memos, and other textual documents.  Uses spreadsheets to enter, revise, sort or calculate, and retrieve data for standard reports.  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 test, automatically print document identification or other notations at the top or bottom of each page; automatically number pages; create form letters and automatically merge these with mailing lists; check documents for spelling errors; designate some characters as boldfaced, underlined, and/or italic; and search for and change specific text within a document.  Independently carries out familiar assignments in accordance with previous instructions, standard procedures for creating documents, or entering or retrieving data, and established use of software packages.  Recognizes differences in existing procedures and applications and makes choices from among established alternatives.  Steps and procedures differ in terms of the type of document of 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.

STANDARDS:

A.  Typically uses word processing software effectively to prepare/develop accurate and useful documents.  

B.  Routinely receives and transmits electronic messages and documents promptly and appropriately.
KSA:  3, 4, 5
_____________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of common budgetary methods, practices, policies, procedures, regulations, and precedents. 
2.  Knowledge of budgetary forms, documents, reports, and account codes to record, adjust, and extract data.
3.  Knowledge of word processing automation software functions to support office operations and produce a variety of textual documents, such as letters, reports, memos, and form letters.  

4.  Knowledge of general office administrative and clerical procedures; and automated data systems to input a range of standard information and generate a variety of standard reports.

5.  Skill in working accurately with figures; and in typing; a qualified typist is required.

6.  Ability to communicate orally.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-3
350 Points

-- Detailed knowledge of the rules, regulations, procedures, and code structure of accounts to perform the full range of standard budget support assignments, such as examining requests for allotments to verify that all necessary prior approvals and concurrences have been obtained, forms contain required information, figures are accurate, and funds are available; and record obligations, expenditures, and transfer of funds; and adjust account balance to reflect changes.

-- Knowledge of automated data base to input a range of standard information or adjustments, understand recurring error reports and take corrective actions, and generate a variety of standard reports.

-- 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 fully qualified typist is required.

-- Knowledge and skill in applying basic arithmetic to maintain account balances to reflect funds available and/or expended.

Factor 2, Supervisory Controls





Level 2-2
125 Points

The employee independently completes recurring work, in line with the quality and timeliness criteria set by the supervisor, requesting help with unfamiliar problems.  Receives additional instructions regarding new, difficult, or unusual work at time of the initial assignment and during its progress.  Finished work and methods are reviewed for accuracy and compliance with instructions.  New or unusual assignments are reviewed in detail to ensure instructions are carried out properly.

Factor 3, Guidelines






Level 3-2
125 Points

Guidelines consist of Air Force, higher headquarters, and local manuals, policies, and regulations covering the budget process.  The employee uses judgment in locating and selecting the proper procedures for processing transactions and recording and reporting information.  The employee consults the supervisor or higher level employee if the existing guidelines cannot be applied or significant deviations are proposed.  

Factor 4, Complexity






Level 4-2
75 Points

The work involves performing related procedural tasks in processing budget or other financial management transactions such as using standard formulas to calculate and/or verify calculations; assembling appropriate forms and reports; entering data into automated file systems; distributing documents to appropriate personnel; and answering routine procedural inquiries.  The incumbent makes decisions, such as how to sort incoming documents, locate and assemble information, and correct errors based on a review or knowledge of similar cases or by selecting from among other clearly recognizable alternatives.  The incumbent considers factors such as the processing requirements, appropriate format, and content for each transaction.  Incumbent takes action using established instructions, practices, or precedents for processing of accounting or budget documents.

Factor 5, Scope and Effect





Level 5-2
75 Points

The work involves carrying out detailed procedures for checking funding documents and recording the effects of budgetary transactions in specific account records by object class and line item.  Procedures and work products constitute a discrete segment of the broader analytical work performed by budget analysts.  Records of status of funds maintained by the employee are used by others to determine whether to approve, disapprove, or modify requests for funds and to develop budget estimates.

Factor 6, Personal Contacts





Level/Points (see Factor 7)

Contacts are with employees within the immediate organization, office, work unit, and in related support units. 
Contacts also include employees outside the organization or with members of the general public in very highly structured situations.

Factor 7, Purpose of Contacts





Level 6/7-1A 
30 Points 
The purpose of the contacts is to obtain, clarify, or provide information related to the status of funds in budgetary accounts or budget preparation.  This may involve answering a simple question, such as whether information has been received or providing factual information, interpreting processing procedures, or similar information about a transaction.

Factor 8, Physical Demands





Level 8-1
5 Points

The employee performs sedentary work; however, there may be some walking, standing, bending, or carrying of light items.

Factor 9, Work Environment





Level 9-1

5 Points

The employee works in an adequately lighted and ventilated office environment and exercises normal safety precautions.  

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
_________________________________________________________________________________________________
CLASSIFICATION SUMMARY:

CLASSIFICATION STANDARDS USED: US OPM Job Family Standard for Clerical and Technical Accounting and Budget Work, GS-0500, HRCD-4, December 1997; Office Automation Clerical and Assistance Series, GS-326, HRCD-4, December 1997; and Office Automation Grade Evaluation Guide, HRCD-4, December 1997.

GS-04 Point Range:  655 - 850

Total Points:  790

Grade:  GS-04

CLASSIFICATION REMARKS:

1.  Headquarters Air Force functional offices are active participants in development of SCPDs and unless there are significant differences in duties and responsibilities, support implementation of SCPDs to all like positions in the Air Force.  SCPDs may be applied once mutually agreed upon by the supervisor and servicing classification specialist.
2.  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
Final Classification:  Budget Clerk (Office Automation), GS-0561-04

NOTES TO USERS:

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

2.  SCPD was updated 10/27/03.  The following updates were made:

Updated SCPD developed and classified office symbol to HQ AFPC/DPSFH.

Non-critical duties were changed to critical duties.

Number of KSAs was revised from 8 to 6 and KSAs were re-linked to the duties of the position.

*Performance standards, as needed, were changed from absolute to non-absolute.

*Performance standards may be edited locally but changes must be in accordance with appropriate appraisal guidance.  Absolute performance standards are acceptable only in cases where a single failure would result in loss of life, injury, breach of national security, or great monetary loss. 
__________________________________________________________________________________________________
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