STANDARD CORE PERSONNEL DOCUMENT                                                                             Number  9G426


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT(SCPD)

ORGANIZATION:                                           

CPD NUMBER:
9G426

SUPV LEV CODE:         1


COMP LEV CODE:
024A

TARGET GRADE: 
09
FLSA:


       
Exempt

JOB SHARE:                                                    

CAREER PROG ID:

SENSITIVITY:                                                 

BUS:

EMERGENCY ESS:                                         

DRUG TEST:

KEY POSITION:                                              

POSITION HIST:

__________________________________________________________________________________________________ CLASSIFICATION:  Supervisory Fitness and Sports Specialist, GS- 0030-09

DUTY TITLE:  Fitness Center Director                  __________________________________________________________________________________________________

ORG & FUNC CODE:  SRY
Services

1ST SKILL CODE:
100%
ABF            Sports Specialist 

2ND SKILL CODE:

3RD SKILL CODE 

________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY: HQ USAF/DPCMC, 01/31/00

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.

_________________________________________________________________         ____________________________
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DATE

__________________________________________________________________________________________________

PERFORMANCE PLAN CERTIFICATION:
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*Signature acknowledges receipt.  It does not indicate agreement/disagreement.                                                       

AF Form 1003 APR 90 (COMPUTER GENERATED)

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:

The primary purpose of this position is: To plan, manage, and administer a comprehensive year round base fitness and sports program and the facilities used in conducting the activities comprising the program at an Air Force installation.  The fitness program includes, as a minimum, group exercise classes, incentive programs, special events, for all customers and fitness improvement programs for military members not meeting Air Force fitness or weight standards.  The sports program includes, as a minimum, self-directed and intramural sports.  As customers request and resources allow, provide enhanced fitness programs and enhanced sports programs, e.g., extramural and varsity sports.

The organizational location of this position is:  ___ Wing (MAJCOM), ___ Support Group, ___ Services Squadron, Combat Support Flight, Hometown AFB, ___. 

____________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:

The organizational goals or objectives of this position are:  To contribute to readiness and improve productivity through programs promoting fitness, sports, esprit de corps, and quality of life for authorized customers.

____________________________________________________________________________________________

DUTY  1:









30%

Critical

Plans, develops, organizes, manages, and supervises diverse and comprehensive physical fitness and sports programs which include group exercise classes, self-directed fitness and sports programs, incentive programs, special events, intramural, extramural, and varsity sports, and instructional programs.  Program serves a population of active duty, reserve, and retired military, their family members, civilians, and other authorized customers.  Develops and implements programs to accommodate the wide range of interests for both fitness and sports activities in traditional as well as trendy and specialized activities.  Coordinates with base organizations to ensure that sports advisory members are assigned and conducts sports council meetings to assure the by-laws and philosophy of intramural sports is thoroughly understood.  Coordinates the use of indoor and outdoor facilities including gymnasium(s), weight rooms, cardiovascular fitness rooms, tennis courts, softball fields, indoor/outdoor jogging track, football field(s), and soccer field(s) to accommodate the comprehensive base fitness and sports program.  Ensures weekly inspections are conducted on fitness and sports equipment, fields, and facilities with discrepancies documented and forwarded to the appropriate office for correction.  Structures assignments to create effective and economical positions.  Identifies requirements and initiates requests for additional personnel and overtime.  Provides advice to supervisor of significant issues and problems related to work accomplishment.  Solicits, selects, and directs volunteers and contract instructors for activities and specialty programs which could not be scheduled without such assistance.  Interviews volunteers and selects those with skills appropriate for the activity.  Instructs participants in activities for which the employee has technical expertise, e.g., sports official, group exercise instructor.  Consults with ground safety office and civil engineers to report and correct any ground safety hazards.

STANDARDS:

A.  Planning and organization efforts effectively achieve installation fitness and sports needs and comply with higher headquarters guidance.

B.  Manages assigned resources to meet the needs of the staff and customers adequately and effectively.  

C.  Accurately interprets data relating to program trends, cost, problems, and needs; and the refinement or modification of program methods and techniques such as those relating to the organized sports and activities for special interest groups and seasonal activities.

KSA: 1, 2, 3, 4, 5

____________________________________________________________________________________________

DUTY  2:









25%

Critical

Performs first level supervisory personnel management responsibilities.  Supervises apprentices and fitness and sports specialists in the Fitness Center.  Plans work to be accomplished by subordinates, sets and adjusts short-term priorities, and prepares schedules for completion of work.  Structures assignments and reviews work of subordinates based on priorities and deadlines, selective consideration of the difficulty and requirements of assignments, and the capabilities of employees.  Provides advice and assistance to subordinates on work and administrative matters.  Assures that mission and accuracy requirements are met; interviews and recommends selection of employees; hears and resolves grievances and complaints; initiates and advocates appropriate corrective and/or adverse/disciplinary action for performance or conduct; schedules and grants leave; identifies training needs; and develops and implements training plans.  Applies Equal Employment Opportunity (EEO) principles and requirements to all personnel management actions and decisions, and ensures all personnel are treated in a manner free of discrimination.  Advises employees in advance of performance expectations.  Appraises performance within established Air Force guidelines and time frames.  Provides and advocates recognition and feedback for employee performance and contributions, recommending monetary awards and honorary recognition as appropriate.  Practices sound position management by periodically reviewing organization structures and functional assignments to ensure position descriptions are accurate.  Ensures education in and compliance with security directives and good safety and health directives in work areas.  Reports safety and security violations to the proper authority, when discovered.  Ensures safety equipment and protective clothing/gear are worn when mandated by regulations.  Demonstrates sensitivity to ideas of subordinates.  Promotes an environment in which employees are empowered to participate in and contribute to effective program accomplishment.

STANDARDS:

A.  Personnel management actions taken are prompt, accurate, and well considered in terms of mission and EEO objectives.

B.  Technical and administrative guidance provided to subordinates is timely, substantive, and promotes development of individual skills and abilities.

C.  Effectively recognizes and takes appropriate actions to ensure the safety and health of subordinates.

KSA:  1, 2, 3, 4

____________________________________________________________________________________________

DUTY  3:









10%

Critical

Develops, implements, monitors, and documents a comprehensive training program to ensure all staff members possess the necessary skills and knowledge for their position.  Identifies training requirements and implements training programs for personnel and volunteers according to their individual needs and requirements and to update skills required as a result of new equipment, materials, or changes in operations.  Conducts staff training in fitness and sports related programs.  Establishes and maintains business relationships with professionals in the field of health and fitness.  Reviews research publications and health journals to ensure currency in methodology and philosophy in the area of health and fitness.  Applies changing methods and techniques in program area.  Keeps abreast of advances and changes in the areas of exercise physiology, life-style management, nutrition, and physical conditioning.

STANDARDS:

A.  Establishes effective and timely training program for employees and ensures the military and civilian training requirements are conducted and records maintained IAW AF guidelines. 

B.  Consistently coordinates supplemental staff training with Health and Wellness Center (HAWC) Fitness Program Manager (FPM).

C.  Regularly reviews employee developmental needs and provides assistance and training (formal and on-the-job) to maintain and improve performance.  Encourages employee self-development.
KSA:  1, 2, 3, 5

____________________________________________________________________________________________

DUTY  4:









15%

Critical

Prepares APF and NAF budgets, which include the expenditures required to conduct the fitness and sports programs (Categories A and B) and resale operations (Category C).  Ensures sufficient equipment (according to Golden Eagle Standards) and supplies are available to provide a comprehensive program.  Prepares purchase order requests for supplies and equipment.  Develops, prepares, and documents a five-year plan to replace or repair program equipment, uniforms, and supplies.

STANDARDS:

A.  Effectively procures equipment and supplies throughout the fiscal year and maintains effective inventory procedures for these items and all fitness center property.

B.  Effectively manages the APF and NAF budgets throughout the fiscal year for the fitness and sports programs.

C.  Develops appropriate administrative safeguards to protect funds, equipment, and property.

KSA:  1, 2, 4 ____________________________________________________________________________________________

DUTY  5:









10%

Critical

Determines adequacy of facilities, identifies additional needs and recommends facility construction/alterations and renovation projects and monitors repair and maintenance of existing facilities and equipment.  Recommends new facility construction based on meeting customer needs and replacement of degraded facilities.  Coordinates with and assists engineers on requirements related to construction or renovation of new indoor and outdoor fitness and athletic facilities.  Coordinates with Civil Engineers, Communications, and other base agencies regarding requirements for maintenance and repair of fitness and sports facilities and purchase and installation of new equipment.  Coordinates and implements plans and policy to ensure facilities and programs are in compliance with established safety, fire, and environmental directives.

STANDARDS:

A.  Effectively develops a five-year facility improvement program to maintain a state of the art program; and identifies need for renovation/addition or expansion and submits AF Form 332 work orders for all minor construction projects from inception to completion.

B.  Ensures inventory control of all property, equipment, and supplies to protect government assets and determine replacement requirement levels. 

C.  Takes timely and appropriate action to comply with safety, fire, and environmental directions and ensures safe, healthy, contemporary, comfortable, and adequate facilities.

KSA:  2, 3, 4

____________________________________________________________________________________________

DUTY  6:









10%

Critical

Plans and coordinates all aspects of recurring and non-recurring activities, special events and joint military and civilian community undertakings to make maximum use of facilities, services and other resources.  Uses CORPORATE PRISM data to develop a comprehensive marketing plan.  Completes local needs assessments and/or local surveys annually to determine customer needs and incorporates these findings into the annual program plan.  Uses customer feedback to promote program changes and justify expenditures.  Coordinates with marketing staff to plan and develop promotional, advertising, commercial sponsorship, and publicity strategies.  Coordinates and implements joint programs with the Health and Wellness Center (HAWC), Fitness Program Manager (FPM).  Briefs customers and base leadership on program offerings.

STANDARDS:

A.  Coordinates details of all activities in an accurate and timely manner.

B.  Routinely makes maximum use of facilities, services and other resources.

C.  Publicity is accomplished in a manner that ensures maximum effectiveness in attracting and motivating participants.

KSA:  1, 2, 3

___________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES

1.  Knowledge of a wide range of the principles, concepts, and techniques of physical fitness and sports programs including knowledge of exercise science, strength conditioning, nutrition, weight loss/control, cardiovascular endurance, and exercise prescription; of anatomy, physiology and kinesiology as related to exercise and physical fitness; assessment principles and procedures, exercise testing equipment, and physical and psychological factors of individual and team sports.

2.  Knowledge of program and facilities management, safety, fire, and environmental regulations, practices, and procedures, as well as facility design and equipment selection and purchase. 

3.  Skill in teaching and communicating effectively with others both orally and in writing to promote and report on the program, and to resolve problems and answer questions relating to the program.

4.  Skill in preparing budgets, program evaluations, and facility administration; managing financial and physical resources of fitness and sports programs; and in effectively organizing and utilizing available resources within the program framework.

5.  Ability to perform and conduct training on performing individual health risk appraisals, comprehensive fitness assessments, and proper exercise techniques for cardiovascular and resistance equipment.

____________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Program Scope and Effect





FL1-2

350 pts

Scope:  The fitness center provides the full range of fitness and sports services for an Air Force installation, including group exercise classes, incentive programs, special events for all personnel, and fitness improvement programs for military members not meeting Air Force fitness or weight standards.  The sports program includes self-directed, intramural, extramural, and varsity sports.

Effect:  Fitness and sports programs contribute to mission readiness and productivity of installation personnel through promoting fitness, sports, esprit de corps, and quality of life for authorized personnel.

Factor 2, Organizational Setting






FL 2-1

100 pts

For performance appraisal purposes the Services Squadron/Military Support Division Chief who reports to the Group Commander who reports to the Wing or Installation Commander, a General Officer.

Factor 3, Supervisory and Managerial Authority Exercised


FL 3-2c
450 pts

The incumbent plans and schedules work to be accomplished; sets and adjusts short-term priorities; assigns work in consideration of employee skills and mission requirements; develops performance standards and rates subordinates’ performance; advises employees on work and administrative matters; implements methods and procedures to improve fitness and sports performance; and identifies and provide for employee training and development.  The incumbent and recommends selection of candidates for positions; recommends position structure changes; takes disciplinary actions and hears and resolves formal employee complaints and grievances as delegated by higher level management.  Represents the Fitness Center in difficult and controversial dealings with high level officials and contractors. (GSSG FL3-2c, elements 1, 2, 3, 4, 5, 6, 7, 8, 9, 10 credited)

Factor 4, Personal Contacts

Subfactor 4A- Nature of Contacts





FL 4A-2
50 pts

The incumbent has frequent contacts with higher-ranking managers throughout the installation, customers, community activities, personnel, and budget and finance staff and MAJCOM and higher headquarters level fitness and sports representatives.  Contacts outside the Air Force are with professional and community organizations.

Subfactor 4B- Purpose of Contacts





FL 4B-1
30 pts

Contacts are for the purpose of discussing work efforts for providing or receiving services on the installation and within the surrounding civilian community; to exchange factual information about work operations and personnel management matters; and to provide training, advice, and guidance to subordinates.  

Factor 5, Difficulty of Typical Work Directed




FL 5-4

505 pts

The Fitness Center provides the full range of fitness and sports programs for the installation.  At least twenty-five percent or more of nonsupervisory work of the organization is at the GS-07 or GS-08 level.

Factor 6, Other Conditions






FL 6-2a
575 pts

The work supervised involves sports specialist and/or recreation specialist work at GS-7 (or military equivalent), requiring coordination to ensure consistency of operations and services provided and conformance with standards or higher level policies and procedures.  Coordination is also required with supervisors in comparable organizations within the Services/Support area.

____________________________________________________________________________________________

Other significant facts pertaining to this position are:

1.  Incumbent is subject to work an uncommon tour of duty to meet program requirements including nights, weekends, and holidays.

2.  May be required to travel by military or commercial aircraft when performing temporary duty (TDY).

3.  Requires the operation of personal or government vehicles.  A valid driver’s license is required.

4.  May require physical dexterity and ability, heavy physical exertion (lifting up to 75 pounds), and exposure to hazardous materials.

5.  A Bachelor’s degree is desired in a fitness, sports, or recreation related field.

6.  Must complete all mandatory training IAW AFI 34-266, Air Force Fitness and Sports Programs.

____________________________________________________________________________________________

CLASSIFICATION SUMMARY:

CLASSIFICATION STANDARD(S) USED: US OPM Series Definition for the Sports Specialist Series, GS-0030; US OPM PCS for Recreation Specialist, GS-0188, TS-36, September 1979; OPM PCS for General Schedule Supervisory Guide, TS-123, April 1993; (HRCD-7, July 1999); and DOD Civilian Personnel Management Service Classification Appeal Decision dated 30 November 1995.

GS-09 Point Range:  1855-2100

Total Points:  2060

Grade:  GS-09

CLASSIFICATION REMARKS:

NOTE(S) TO USERS:  (1) Delegation of personnel management responsibilities may vary from those described in this SCPD.  In those cases, Duty 2 and Factor 3 should be modified accordingly.  (2) 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.

____________________________________________________________________________________________
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