CORE PERSONNEL DOCUMENT

Number:


CORE PERSONNEL DOCUMENT (CPD)

This is a Civilian Intelligence Personnel Management System (CIPMS) position classified under authorities of Section 1590, Chapter 81 of Title 10, United States Code and DOD Manual 1400.34-M. 

CLASSIFICATION STANDARD USED:    Non-Supervisory

FACTOR LEVELS/TOTAL POINTS:   A-            B-              C-               D-               E-        TOTAL POINTS:

ORGANIZATION:

CPD NUMBER:


SUPV LEVEL CODE:

COMP LEVEL CODE:


TARGET GRADE:

FLSA:


JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


PRP POSITION:




__________________________________________________________________________________________________
CLASSIFICATION:  

DUTY TITLE: __________________________________________________________________________________________________
ORG & FUNC CODE:

1ST SKILL CODE:
%

2ND SKILL CODE:
%

3RD SKILL CODE:
%

CPD CLASSIFIED BY:

________________________________________________________           _________________

CLASSIFIER’S SIGNATURE


                   DATE

__________________________________________________________________________________________________

SUPERVISOR’S CERTIFICATION:  I certify that this CPD 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 serve as a 

The organizational location of this position is:  

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

DUTY 1:










Critical


STANDARDS:

A.  

B. 

C. 

KSA:  

__________________________________________________________________________________________________
DUTY 2:










Critical


STANDARDS:

A.  

B.    

C.  

KSA:  

__________________________________________________________________________________________________
DUTY 3:










Critical


STANDARDS:

A. 

B. 
C.  
KSA: 

__________________________________________________________________________________________________
DUTY 4:










Critical

STANDARDS:

A.  
B.  

C.  

KSA:  

__________________________________________________________________________________________________
DUTY 5: 


 







Critical


STANDARDS:

A. 

B.

C.

KSA:  

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
Use these numbers to identify the knowledge required for the position.

1.  

2. 

3.  

4. 
5.  

6.  

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor A- Essential Knowledges






Please answer the following questions.

· What information or facts (procedures, practices, rules, policies, theories, principles, concepts) must the employee understand to do acceptable work?

· What extent of skill must the employee have to apply these knowledges?

Factor B- Guidelines





 

Please answer the following questions.

· What regulations, procedures, precedents, methods, techniques, and other guidelines are used to do the work?

· How much must the guidelines be interpreted?

· How much judgement and originality must the employee use to accomplish the work?

Factor C- Scope of Authority and Effect of Decisions

Please answer the following questions.

· What is the purpose of the work?

· How complex are the assignments?

· What is the effect of the work assignment/product developed/service delivered within the organization?

· What is the effect of the work assignment/product developed/service delivered outside of  the organization?

Factor D- Work Relationships

Please answer the following questions.

· What is required to contact the people the employee must work with to accomplish the duties?
· How easy or difficult is it for the employee to communicate with the people contacted?
· What is the role of the employee and the person contacted when resolving work issues?  Is the employee an authority? Does the employee ask questions of authorities to answer work problems?
· Why must the employee contact other people to accomplish the work?
Factor E- Supervision Received.


Please answer the following questions.

· How does the supervisor assign work? 

· How is the work reviewed? 

· What duties does the employee perform without review?

· What types of work require review by the supervisor?

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:

(items below are examples, which are not all inclusive; it will likely be appropriate to use the "other significant facts" that were applicable to the position as Title 5 Competitive Service.)

1.  Work may occasionally require travel away from the normal duty station on military or commercial aircraft.

2.  Employee must be able to acquire and retain a Top Secret (TS) clearance with Sensitive Compartmented Information (SCI) access in order to fully perform the duties and responsibilities of this position. Employee must pass initial and continued periodic short notice drug testing.

3.  Use this entry for Acquisition (DAWIA), Key, Emergency Essential, and Mobility required statements as applicable.

_________________________________________________________________________________________________
___________________________________________________________________________________________________________
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