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Citation 1: OPM PCS Soc Svcs Aid & Asst Series, GS-186, Oct 82
Citation 2: OPM PCS Social Services Series, GS-187, Feb 65
Citation 3: OPM PCS EO Asst Series, GS-361, Nov 80

Classified By: Brenda W. Robinson kmg
Classification Date: 10/4/91


	PRIVATE
FLSA: NonExempt
	Drug Test Required: No
	CIPMS PD: No

	Career Program: 
	Financial Disclosure Required: No
	Acquisition Position: No

	Functional Code: 
	Requires Access to Firearms: TBD
	Interdisciplinary: No

	Competitive Area: DD
	Position Sensitivity: 1
	Target Grade/FPL: 07

	Competitive Level: BD1 
	Emergency Essential: N
	Career Ladder PD: No



MAJOR DUTIES

Serves as a coordinator responsible for the establishment and maintenance of the Information, Referral and Follow-up Program in accordance with AR 608-l and other pertinent guidance. Incumbent is responsible for assessing client needs, and maintaining and providing comprehensive information regarding military and civilian community resources to the Military District of Washington community.

1. Interviews clients and obtains sufficient information to provide accurate information, referral, and follow-up. Plans and schedules client appointments, as necessary. Analyzes information in order to make correct assessments: makes appropriate referrals to military and civilian agencies based on analysis of client problems. Maintains case records, to include documentation of assessment and services provided, and ensures that client confidentiality is safeguarded. (45%)

2. Serves as the point of contact for the community population for information and referral services on the installation and for private and government information and referral services on local, state, and federal levels. Consolidates an index of civilian agencies assisting military families, conducts on-going community needs assessments, maintains a comprehensive resource file, and provides service generated statistical data for planning purposes. Maintains liaison with human service agencies in the community through networking, membership on community agency councils, participation is agency-sponsored activities, and site visits. Keeps abreast of current trends and treatment for social service problems through professional memberships, enrollment in continuing education programs, and subscription to professional journals. Develops and maintains a current resource directory handbook. (45%)

3. Periodically conducts Military District of Washington (MDW) Information Day. Responsible for reception desk and volunteers to answer telephone and give information to the military and civilian community. (10%)

Performs other duties as assigned.

Factor 1 - Knowledge Required by the Position Level 1-4 550 Pts

Knowledge is required of social and community service resources in the local area as well as appropriate information classification procedures, in order to build and maintain an accurate information file.

Broad knowledge of ACS program functions, regulations and procedures, as well as sources of detailed information on specific questions in order to determine the type and level of assistance needed and respond to a wide variety of client requests for information, assistance, and referral.

Skill in conducting fact finding and analysis is required to interview individuals, obtain information, and explain agency procedures and regulations to clients. This includes skill in obtaining relevant information from individuals who are emotionally upset and/or unwilling to admit to a problem, and who are unaware of the service options available to them.

Knowledge of English grammar and usage and of ACS program vocabulary is required in order to prepare procedures and information statements and to explain procedures: to individuals outside the organization.

Skill in applying judgment and tact in eliciting facts pertinent to specific problem areas to include assessment of client needs as well as assistance to help those needs. Ability to plan, manage, coordinate, and direct the work of others.

Factor 2 – Supervisory Controls Level 2-3 275 Pts

- Performs under the supervision of the Chief, Army Community Service who provides assignments in terms of overall objectives, priorities and deadlines, and provides guidance on any unusual problems. The incumbent is expected to carry out assigned functions independently, and to exercise initiative and, judgment to enhance and promote the IRF program. Completed work is reviewed in terms of adequacy, soundness of judgment, and effective accomplishment of program objectives.

Factor 3 - Guidelines Level 3-2 125 Pts

Guidelines consist of Army and installation regulations and procedures relative to ACS program components, MDW and Community and Family Support policies and supplemental guidance, as well as a variety of handbooks and resource manuals that provide administrative information on the nature of services available from installation, state and local service organizations, eligibility requirements, and application procedures. The incumbent uses judgment to interpret and adapt available guidelines to specific situations, client problems, and program requirements.

Factor 4 - Complexity Level 4-3 150 Pts

Assistance in Information and Referral services involves skills, judgment, and decisions involving intake and assessment, case planning and service assessments, determination of appropriate helping methods and referral to an appropriate agency, and consultation with helping professionals and commands.
Assignments involve coordinating actions with dozens of agencies and organizations contributing to human services within the military and civilian community, and assessment services to individuals and families with unique problems involving the entire spectrum of marital, family, social and psychological difficulties. Decisions regarding what needs to be done require the incumbent to determine the relevance of facts, analyze available alternatives, and determine the most appropriate approach to client problems.

Factor 5 - Scope and Effect Level 5-3 150 Pts

The purpose of the work is to provide referral information and assessment services, emotional support, and follow-up for members of the Military District of Washington community with a variety of social and psychological problems. The work affects the accuracy, reliability, and acceptability of services provided to ACS clients and the health and well being of those served.

Factor 6 - Personal Contacts Level 6-3 60 Pts

Personal contacts include personnel and families being interviewed to obtain information; representatives of human service agencies, medical treatment facility personnel, mental health clinic personnel, and other outside agencies; and ACS program personnel.

Factor 7 - Purpose of Contacts Level 7-2 50 Pts

The purpose of contacts is to exchange factual information, plan, coordinate or advise on office procedures, available services, or other work efforts, resolve operating or administrative problems, interview and counsel employees, and coordinate referrals to other agencies.

Factor 8 - Physical Demands Level 8-1 5 Pts

The work is generally sedentary.

Factor 9 - Work Environment Level 9-1 5 Pts

The work is performed in a typical office setting.

TOTAL: 1370 Pts






