STANDARD CORE PERSONNEL DOCUMENT                                                                              Number:  9G

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G(See Classification Remarks)

SUPV LEVEL CODE:
1
COMP LEVEL CODE:
065A

TARGET GRADE:

FLSA:
Exempt

JOB SHARE:

CAREER PROG ID:
D

SENSITIVITY:

BUS:
8888

EMERGENCY ESS:

DRUG TEST:
Yes

KEY POSITION:
Yes
POSITION HIST:
Application of New Standard
__________________________________________________________________________________________________
CLASSIFICATION:  Supervisory Fire Protection Inspector, GS-0081-(See Classification Remarks)

DUTY TITLE:  Assistant Chief for Fire Prevention
__________________________________________________________________________________________________
ORG & FUNC CODE:

ECY
     Civil Engineering
1ST SKILL CODE:
100%
ACG
Fire Protection Inspector

2ND SKILL CODE:


3RD SKILL CODE:


__________________________________________________________________________________________________

DEVELOPED AND CLASSIFIED BY THE AIR FORCE SCPD LIBRARY, 05/19/04
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 serve as Assistant Chief for Fire Prevention planning, directing, and coordinating all activities of the technical services program including a comprehensive inspection program of all on-base facilities to detect and eliminate hazards in a high fire expectancy area, and a base-wide population motivation training program in fire prevention.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:
__________________________________________________________________________________________________

DUTY 1:







%
Critical

As the Assistant Chief of Technical Services, participates in the administration and planning of a comprehensive fire prevention program at the installation.  Manages the Hazard Assessment Inspection Program, Public Fire Prevention and Education Program, Fire Protection Engineering, and Extinguisher Maintenance Program.  Responsible for implementing internal controls, self-inspection, and audit compliance.  Ensures education in and compliance with security directives for employees having access to classified/computer information.  Coordinates with the Fire Chief, Deputy Fire Chief, and other supervisors in the development and implementation of policies.  Prepares, executes, and schedules assignments of subordinate personnel to inspection and training duties to ensure the installation meets the training requirements provided by the Department of the Air Force.  Maintains current knowledge of the base, its structures, and all systems related to fire protection and prevention.  Prepares facilities inspection and testing inspection schedules for all buildings, facilities, fire alarm systems, sprinkler systems, and other extinguishing systems that are tested by fire prevention and suppression personnel.  Directs follow-up inspections for all systems that have been out of order or repaired.  Prepares contract specifications and supporting documentation for those fire extinguishers or systems that are to be contracted.  Develops recommendations for the Fire Chief on the level and mixture of resources needed to ensure an effective and efficient program.  Inspects maintenance of all suppression and detection systems on the installation.  Identifies and reviews status of base fire deficiencies on a regular and recurring basis and effects necessary corrective action within program concepts.
STANDARDS:
A.  Ensures participation in the administration and planning of a comprehensive fire prevention program is proactive and recommendations for program features are acceptable to the Fire Chief.

B.  Assignment of personnel to inspection and training duties results in all necessary functions of technical services being fully manned.

C.  Accurately assesses status of fire deficiencies and takes appropriate corrective action in a timely manner.

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

__________________________________________________________________________________________________
DUTY 2:







%
Critical



Plans, administers, and supervises the fire prevention education program.  Coordinates public relations activities and uses the news media to promote fire safety.  Directs or provides demonstrations and lectures to groups or organizations.  Develops base fire regulations, training programs, and fire hazard assessment schedules.  Coordinates with fire protection operations personnel to develop new pre-fire plans, and review and update existing plans.  Regularly practices and enforces a sound safety management program.  Coordinates fire prevention education activities with the Public Affairs Office in the promotion of events throughout the base populace.  Drafts articles for the base paper, commanders column, etc. for submission to the Fire Chief and/or higher authority for approval.  Assigns personnel to brief base personnel at all newcomers’ briefings, commander’s calls, and any other briefing required.  Directs development and implementation of training of the base populace on Air Force and nation-wide fire prevention practices, as well as home-base unique fire hazards.  

STANDARDS:
A.  Typically, planning and administration of the fire prevention education program results in a satisfactory program. 

B.  Normally coordination activities result in full cooperation between the technical services and other base activities such as public affairs and the safety office.

C.  Usually fire prevention training activities receive high marks on evaluation forms.

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

__________________________________________________________________________________________________
DUTY 3:







%
Critical

Reviews construction and modification plans, confers with engineers, and provides technical/functional assistance on fire prevention and building design criteria.  Uses building codes and various manuals and specifications, prepares reports, conducts fire investigations, evaluates hazardous conditions, and provides recommendations to correct hazardous conditions.  Coordinates on work requests and provides input in the planning and development of all major construction or renovation projects.  Applies a practical knowledge of codes, standards, blueprint reading, and engineering principles as applicable to life safety and fire prevention.  Attends pre-construction conferences to brief contractors on their fire protection/prevention responsibilities while working on base.  Inspects structures during construction or renovation to ensure adherence to the terms of the contract in so far as fire safety aspects are concerned prior to acceptance by the Air Force.  

STANDARDS:
A.  Effectively reviews construction and modification plans in a timely manner.

B.  Inspection activities during construction or renovation projects are satisfactory and timely.
KSA:  1, 2, 5, 6

__________________________________________________________________________________________________
DUTY 4:







25%

Critical

Performs supervisory personnel management responsibilities.  Advises and provides counsel to employees regarding policies, procedures, and directives of management.  Selects or recommends selection of candidates for vacancies, promotions, details, and reassignments in consideration of skills and qualifications, mission requirements, and EEO and diversity objectives.  Develops, modifies, and/or interprets performance standards.  Explains performance expectations to employees and provides regular feedback on strengths and weaknesses.  Holds employees responsible for satisfactory completion of work assignments.  Appraises subordinate workers’ performance ensuring consistency and equity in rating techniques.  Recommends awards when appropriate and approves within-grade increases.  Hears and resolves employee complaints and refers serious unresolved complaints to higher-level management.  Initiates action to correct performance or conduct problems.  Effects minor disciplinary measures such as warnings and reprimands, and recommends action in more serious disciplinary matters.  Prepares documentation to support actions taken.  Identifies employee development needs and provides or arranges for training (formal and on-the-job) to maintain and improve job performance.  Encourages self-development.  Approves leave and ensures that all necessary positions are manned at all times.  Recognizes and takes action to correct situations posing a threat to the health or safety of subordinates.  Discharges security responsibilities by ensuring education and compliance with security directives for employees with access to classified or sensitive material.  Applies EEO principles to all personnel management actions and decisions, and ensures all personnel are treated in a manner free of discrimination.  Periodically reviews position descriptions to ensure accuracy, and the most effective utilization of personnel resources.  Explains classification determinations and other personnel policies and procedures to employees. 
STANDARDS:
A.  Personnel management actions taken for the organization are typically prompt, accurate, and well considered in terms of mission and EEO objectives.
B.  On a regular basis, observes and complies with health, safety, and security directives.
C.  Ordinarily recognizes and arranges for training of subordinates in a timely manner.

KSA:  1, 3, 4, 5, 6

__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of recognized standards covering fire protection and prevention techniques and procedures; agency and installation manuals, rules, and regulations; and federal, state, and local fire protection/prevention ordinances and building codes.

2.  Knowledge of the theory of fire propagation and progression and the application of accepted techniques and principles to reduce or eliminate hazards in a specialized environment with a high fire expectancy and potential for severity.

3.  Knowledge of the layout, design, construction, and contents of buildings; location of fire protection systems; and other similar characteristics of a typical DOD installation.

4.  Ability to interpret facts, analyze, evaluate, and make sound decisions.

5.  Ability to plan, organize, and direct functions and to mentor, motivate, and appraise the staff of an organization.

6.  Ability to communicate effectively, both orally and in writing.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  This position is designated by the Air Force as a Testing Designated Position (TDP) under the Air Force civilian drug testing program.  As a mandatory requirement for employment in this TDP, the incumbent is to (a) refrain from the use of illegal drugs and (b) if required, submit to urinalysis testing.  The selectee must sign statements acknowledging the position is identified as a TDP.

2. The incumbent of this position must be certified by the DoD Fire and Emergency Services Fire Fighter Certification system as Fire Officer III, Fire Instructor II, Fire Inspector III, and HAZMAT Incident Commander, Airport Fire Fighter2.

3.  This position is designated as a key position IAW AFI 36-507.  Duties of this position are essential to the accomplishment of wartime/contingency operations.  Incumbents of key positions must be removed from their military recall status if alternatives for filling of the position during an emergency are not available.

4.  Special Retirement Provisions Authority:  Per OPM Letter dated 26 Jun 89 and DOD Memorandum dated 31 Aug 89, one of the following applies:

-FERS

-- Position covered as secondary position under the Federal Employees’ Retirement System’s special retirement provisions (5 U.S.C. 8412(d)).

OR

-CSRS

-- Position covered as secondary position under the Civil Service Retirement System’s special provisions (5 U.S.C. 8366(c)).

_________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDS USED:  USOPM Position Classification Standard for Fire Protection and Prevention Series, GS-0081, dated March 2004; US OPM Digest of Significant Classification and Appeal Decisions and Opinions, No. 18-02, dated Aug 1993; HQ USAF/DPCC guidance dated 25 Oct 93, Digest of Significant Classification Decisions and Opinions, No. 18, Aug 1993.
CLASSIFICATION REMARKS:  This position is an Assistant Chief of Fire Prevention in charge of fire prevention activities on a typical Air Force installation.  The duties and responsibilities fully meet the criteria for recognition of the position as an “Assistant Chief.”  Such positions are classified by comparison with the level of the Fire Chief position and are classified two grades below the grade of the Fire Chief.  Following are the position numbers and grades for this position as measured in relation to the Fire Chief position:

9G525 = GS-0081-09, assigned to an installation with a GS-0081-11 Fire Chief.

9G526 = GS-0081-10, assigned to an installation with a GS-0081-12 Fire Chief.

9G527 = GS-0081-11, assigned to an installation with a GS-0081-13 Fire Chief.
NOTES TO USERS:  
1.  Minor changes may be made to fit local requirements as long as the changes do not affect the classification or staffing patterns of this SCPD.

2.  Before applying this SCPD, the classifier must ensure the position fully meets and performs the intent of program responsibilities as outlined in the Digest of Significant Classification and Appeal Decisions and Opinions, No, 18-02, dated Aug 1993.  
3.  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.
__________________________________________________________________________________________________
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