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PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:

The primary purpose of this position is:  to be the single point of contact responsible for planning, administering, developing and evaluating a complete training and readiness program for all nonappropriated fund (NAF), appropriated fund, military and volunteer employees assigned to the Services Squadron.  

The organizational location of this position is:  

__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:

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

__________________________________________________________________________________________________

DUTY  1:


                                                                  


%        Critical                    

Develops the Services Training Plan.  Assignment entails identifying training requirements, ensuring higher headquarters directives are incorporated into the training plan, identifying appropriate resources/vendors, ensuring funding is acquired for the identified training requirements, etc., to the extent needed to support squadron needs and Air Force requirements as measured by established metrics.  

STANDARDS:

A.  With few exceptions, and on a continuous basis, appropriately consults with managers and supervisors in order to identify needed training requirements for assigned personnel.  Typically provides  effective evaluation comments concerning productivity problems, low morale, high turnover, lack of skills, or needed improvements in customer service that may be solved through additional training.   Routinely develops and implements a comprehensive SV Training Plan incorporating training requirements identified in the analysis as well as any applicable operating instructions outlining squadron training program responsibilities and actions within established timeframes.  

B.  Almost always, effectively researches all available material in order to ensure the most cost-effective professional and managerial training plan.  Typically acquires vendors/resources such as private sector, OPM, Air Force and industry standards.  

C.  With few exceptions, accurately prepares and submits appropriated fund and nonappropriated fund operating and capital expenditure budgets within established timeframes to ensure funding is required for identified training requirements.  Typically defends training budget, supporting budget justifications for new/additional needs.   Routinely maintains accurate financial records pertaining to the Training Plan/Program.

D.   Routinely, thoroughly evaluates and reports to the Squadron Commander/Division Chief on the effectiveness of all squadron training programs and provides reports through a formal feedback system.  Almost always provides accurate results of the feedback system on a quarterly basis.  Regularly develops innovative solutions or strategies that improve mission accomplishment.

KSA:  1, 2, 3, 5        

__________________________________________________________________________________________________

DUTY  2:


                                                                     

%      Critical                    

Develops Education and Training Materials and Testing Procedures.  Develops and maintains a comprehensive collection of training materials (written training guides or pamphlets, graphic visual aids, training films, video cassettes, sound recordings, multi-media video training tapes, or curriculum materials, etc.), and develops, when necessary, comprehensive educational curricula to meet specific training requirements.  Develops and implements testing procedures for required certification.

STANDARDS:

A.   With few exceptions, thoroughly reviews and evaluates all available training materials for inclusion into the squadron collection.  For example, on a continuous basis, keeps abreast of new developments in hospitality and recreation media in order to acquire needed training tools/mechanisms; keeps up-to-date on video teleconferences pertinent to the SV mission for possible taping and inclusion into the collection; etc., for future use in courses conducted.  Routinely updates visual aides, as needed, as procedures, policies, techniques, etc., change or become obsolete.

B.  Almost always, accurately develops lesson plans for courses being taught by determining appropriate and realistic training objectives and goals.  Typically ensures final product meets stated objectives, addresses pertinent issues, is responsive to mission requirements and is consistent with educational techniques and practices.

C.  Nearly always establishes clear and effective testing procedures for certification requirements necessary for assigned personnel in squadron programs.  Routinely administers the certification process properly, ensuring quality and timeliness in doing so.    

KSA:  1, 4, 5     __________________________________________________________________________________________________

DUTY  3:


                                                                    


%       Critical                    

Manages the Services Training Program.  The work requires ensuring all personnel requiring training are trained, documenting and updating training records once completed, tracking individual and collective status, ensuring personnel are enrolled in career development programs, etc.

STANDARDS:

A.  Almost always, as the Training Monitor, promptly processes all training requests for assigned personnel.  For example, routinely ensures training documentation is assembled correctly and submitted to the appropriate office/vendor for approval/registration.

B.  With few exceptions, entries into the Training and Education Automated Management System (TEAMS) are promptly and accurately completed and meet established guidelines for timeliness, accuracy and adequacy. 

C.  Ordinarily, on a continuous basis, works with managers to properly identify skills, upgrades and similar development programs  that will assist in meeting SV business management objectives.  Almost always, properly identifies and schedules employees into career development programs in a timely manner ensuring employees receive proper consideration for Air Force development opportunities.  

D.  With few exceptions, effectively manages the on-the-job (OJT) training programs for military personnel and ensures military personnel are properly enrolled in Career Development Courses (CDC) as required.  Routinely, upgrade requirements for military personnel are completed in a timely manner.

E.  Typically advises management promptly of untrained personnel identified.  Almost always recommends viable solutions to management to correct the problem, and/or takes action to correct the deficiency.

KSA:  1, 2, 4 

__________________________________________________________________________________________________

DUTY  4:                                                            


        


%       Critical                    

Conducts various training courses for assigned squadron personnel.  Develops formal or informal training courses for personnel in the various SV functional activities.  Such courses may include New Employee Orientation, Customer Service Training, Safety Training, Hospitality, Sanitation Procedures, Bartending, Prime RIB Certification, etc.  The work involves developing course plans and outlines, developing or locating appropriate hand-out material, and insuring courses are evaluated upon completion.      

STANDARDS:

A.  Generally, through the use of lesson plans, training aides, and other multi-media resources, effectively conducts appropriate training courses and/or briefings at Commander’s Calls or in other forums.

B.  With few exceptions, properly coordinates formal training, workshops and professional programs with MAJCOM/SVX and other appropriate government and private organizations in a timely manner.  


C.  Nearly always conducts courses and/or briefings in a professional manner.

D.  Routinely communicates clearly and concisely the objectives of the course material, ensuring comprehension by all attendees. 

E.  Typically manages a comprehensive Prime RIB training program effectively  to include properly scheduling personnel for home station training and Service Field Certification.  Almost always properly and accurately schedules home station training and properly coordinates instructors, as necessary, to ensure personnel are proficient on field equipment and field procedures and techniques.  

KSA:  1, 3, 5, 6 ____________________________________________________________________________________________

DUTY  5:                                                           


          


%      Critical                    

Educates and assists activity managers and designated activity trainers on effective education and training programs.  Conducts “train the trainer” instruction in order to teach designated squadron trainers the fundamentals of curriculum development and instructional techniques, and effective job skills training including initial orientation, qualification/upgrade, and recurring training for the trainer’s functional activity.  

STANDARDS:

A.  With few exceptions, effectively trains and educates activity managers and designated activity trainers on curriculum development for subject matter courses/briefing conducted.  Nearly always explains clearly and concisely the fundamentals of establishing learning objectives, developing course outlines, developing effective lesson plans, etc.  

B.  Nearly always, effectively explains the fundamentals of instructional techniques to activity managers/trainers.  Ordinarily explains how to select the most appropriate instructional method for the course being taught (lecture, instructional model, hands on experience, etc.) effectively.  


C.  Routinely, on a quarterly basis, assesses the training programs at each activity through personal contact with the trainee and by observation in order to determine the effectiveness of the training program being taught by the Trainers and the overall effectiveness of  completed training.  

KSA:  1, 3, 5, 6 ____________________________________________________________________________________________

DUTY  6:                                                           


               

%      Critical                    

Serves as the project manager for the Training and Education Automated Management System (TEAMS).  Manages and ensures effective use of TEAMS by developing employee records of scheduled and completed training and updates information into the system, as necessary.

STANDARDS:

A.   With few exceptions, periodically checks, verifies/or performs quality review of automated information for which responsible, maintaining integrity of the database to ensure employee’s records are updated properly, and that statistical information and reports obtained are accurate.  Routinely takes prompt action to correct discrepancies and/or re-train managers on the proper procedures for accessing and updating TEAMS.  


B.  Typically establishes accurate employee training records in TEAMS and promptly updates records/database in a timely manner once training is completed.  

C.  Almost always ensures managers/supervisors are effectively trained on the procedures for accessing/updating TEAMS so that  completed training courses are accurately reflected in the system and to ensure the Squadron maintains an accurate database.

KSA:  4 

____________________________________________________________________________________________

Other significant facts pertaining to this position are:  The work is primarily sedentary and performed in an office setting.  Incumbent is required to stand for several hours at a time while instructing in a classroom environment.  Incumbent may be required to travel by regularly scheduled military or commercial aircraft in the performance of TDY.

____________________________________________________________________________________________

Controls Over Work:  Works under the supervision of the Chief, Plans and Management Flight.  Performs assigned work independently, following mutually established project parameters and priorities.  Completed work is occasionally reviewed to ensure program meets overall program goals and MAJCOM and AF policy.  Guidelines consist of military and civilian regulations and operating manuals.  Guidelines generally apply to most situations which arise, but do require incumbent to use initiative and judgment in interpretation of the guidance.  

____________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES

1.  Knowledge of service-based programs and objectives, military and civilian services training program processes or training program processes in parallel business and industry organizations in order to develop comprehensive training programs, identify training requirements, skill upgrades, and development programs that will assist in meeting Services’ business management objectives.

2.  Knowledge of basic budget preparation as it applies to preparing operating and capital expenditure training budgets.  

3.  Skill in developing course materials and instructional methods, principles, and techniques in order to develop self-contained training courses, obtain training resources and assess overall effectiveness in order to meet identified training requirements, 

4.  Skill in the use of automation software and related equipment.

5.  Ability to communicate, both orally and in writing, to include the ability to deal with diverse populations from educationally disadvantaged or vocationally underdeveloped to college graduates, is necessary.

6.  Ability to instruct training courses in a classroom seminar setting.

__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:  

CLASSIFICATION STANDARD(S) USED:

a.  Handbook of Occupational Groups and Series, Sep 93.

b.  PCS Grade Level Guide for Instructional Work, TS-90, Mar 89.

c.  PCS Training Instruction Series, GS-1712, TS-104, May 91.

d.  PCS Education and Training Series, GS-1702, TS-109, Oct 91

e.  PCS Instructional Systems Specialist, GS-1750, TS-104, May 91.

    f.  PCS Employee Development Series, GS-235, TS-04, Apr 71. 

NOTE(S) TO USERS:  
SCPD was updated 06/25/02.  The following updates were made:

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

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

Number of KSAs were revised from 7 to 6 and KSAs were re-linked to the duties of the position.

*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.

Headquarters United States Air Force

Evaluation Statement

I.  POSITION IDENTIFICATION:


a.  CPCN:  90X08


b.  Training Specialist, GS-1712-09

        DUTY TITLE:  Education and Training Manager

II.  BACKGROUND:  The scope of the Services’ mission has changed with the emphasis moving toward quality of life issues.  Therefore, the reliance on the Services training program has increased.  The SVS community expressed an interest in developing a standardized training position.  It would develop a formal training plan and provide formal training, skills enhancements, OJT to SVS personnel.  Since several positions in SVS were currently functioning in different ways (i.e., some installations had a single position dedicated to training issues, while others were dedicated to training and other functional responsibilities (i.e., marketing)), an SPD seemed the logical solution.

III.  SERIES AND TITLE DETERMINATION:

Subject position is responsible for planning, administering, developing and evaluating a complete training and readiness program for all nonappropriated fund (NAF), appropriated fund, military and volunteer employees assigned to the Services Squadron.  This entails developing a squadron training plan; monitoring training program; evaluating program effectiveness; developing training materials and testing procedures; conducting several courses and educating managers on effective education and training programs.

The GS-1712 occupational standard is appropriate.  It covers positions concerned with administration, supervision, training program development, evaluation, or instruction in a program of training when the paramount requirement of the work is a combination of practical knowledge of the methods and techniques of instruction and practical knowledge of the subject-matter being taught.  Subject position is responsible for administering a training and education program for the SVS squadron which does not require a professional knowledge of educational tools and theories, but does require an understanding of the methods and techniques used in instruction as well as an understanding of the SVS functions in order to develop courses/schedule personnel for applicable training to meet mission requirements.  

Position is not placed in the GS-1750 occupational series as this standard pertains to professional positions the duties of which are to administer, supervise, advise on, design, develop, or provide education or training services in formal education or training programs.  Subject position does not require professional knowledge in order to carry out the assigned duties and responsibilities but does require a practical knowledge of training in a subject-matter field in order to apply the principles and techniques of education and to help students acquire specific skills or knowledge as found in the GS-1712 standard.  

The GS-1702 standard is not applicable as it involves nonprofessional work of a technical, specialized, or support nature in the field of education and training.  Subject position does not perform technical or specialized work in a support nature, but rather is administering an overall squadron training and education program.

The GS-235 standard is not applicable.  Though it pertains to positions involved in planning, administering or evaluating a program designed to train and develop employees, the work also requires as a paramount qualification an understanding of the relationship of employee development and training to management problems and to personnel management objectives, methods and procedures.  Subject position does not require this understanding and is therefore placed in the GS-1712 standard.

In accordance with the GS-1712 occupational standard, the prescribed title for nonsupervisory positions is Training Specialist.
IV.  GRADE DETERMINATION:  The GS-1712 occupational standard does not contain specific grading criteria; therefore, the Grade Level Guide for Instructional Work is used.  The Guide is divided into two sections:  Part I - Instructors Work and Part II - Instructional Specialist Work.  It has criteria developed around two broad classification factors:  Nature of the Assignment and Level of Responsibility.  Part II of this guide is used as it pertains to the development of training programs versus the presentation of training programs.

Nature of Assignment:  Position exceeds the GS-07 level as it is normally a developmental level for the type of work in this occupational series.  Position meets the GS-09 level.  At this level, specialists independently carry out studies in a subject matter area which are typically short and self-contained.  Assignments are conventional or established in nature and do require some adaptation of existing materials or methods.  Subject position independently carries out the SVS training program.  This includes performing studies or surveys in established areas in order to determine training requirements, monitoring the program for completion and effectiveness, developing courses to meet specific mission requirements (i.e., sanitation, safety, customer service), training other managers in conducting classes, etc.  Position fails to meet the GS-11 level.  At this level, specialists produce complete, self-contained training products and develop full-length courses comparable to those at a technical training school.  Assignments are changing or are new and require adjustments in methods or approaches different from those in existing guidelines.  Subject position is limited in scope to short, self-contained subjects/courses within the SVS squadron thereby meeting the GS-09 level.  

Level of Responsibility:  At the GS-09 level, assignments are briefly outlined and the general nature of results expected is given.  Work is carried out independently, however the supervisor gives advice when unanticipated problems arise.  Completed work is reviewed to ensure it is technically sound.  Subject position meets this level as work is occasionally reviewed to ensure overall program goals are met; however, in the area of course development for instance, training managers in the various SVS areas could take issue with the incumbent if courses developed were not technically correct (i.e., sanitation training for Club personnel).  Position fails to meet the GS-11 level as assignments are greater in scope thus allowing for greater level of responsibility in carrying out those assignments.  Since subject position has assignments that are short, self-contained and limited in scope, this level is not met.  

V.  FINAL CLASSIFICATION:  Training Specialist, GS-1712-09.

HQ USAF/DPCC

December 1995

__________________________________________________________________________________________________
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