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CLASSIFICATION:   Information Technology Specialist (Policy and Planning), GS-2210-11

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:
 

1ST SKILL CODE:

 100%
APMPLR
Computer Specialist/Plans & Requirements
 

2ND SKILL CODE:
     
 

3RD SKILL CODE:
     

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 07/26/02

CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.
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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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*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 technical advisor to local installation information technology (IT) users in the area of policy and plans as related to IT systems. 

 The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:   

__________________________________________________________________________________________________

DUTY 1:







%
Critical



Analyzes requirements and establishes plans of action for improving IT applications.  Analyzes existing and planned IT applications, both hardware and software, to determine current and future potential for enhancements.  Based upon the organization’s goals and objectives, an assessment of available resources, and extrapolation of cost benefit analysis data, recommends adjustments to IT priorities to meet changing business needs, program plans, goals and objectives.  Develops project plans to meet those needs by identifying problem areas and considering a variety of possible solutions and alternatives.  Analyzes existing systems to determine if enhancements are appropriate or if an entirely new system would be more cost effective.  Analyzes plans and specifications, prepares justifications for new or enhanced information technology.  Coordinates results of analysis with impacted organizations to ensure compatibility with existing architecture and recommends proposals to reduce conflicts.  Develops milestones and performs as point of contact throughout the various phases of projects until successfully concluded.  

STANDARDS:
A.   Almost always performs effective analysis to determine organizational requirements.

B.   Routinely develops effective assessments of requirements and develops project plans and documentation considering alternatives and cost effectiveness.

C.   With few exceptions, develops appropriate milestones and follows projects through to conclusion. 

KSA:   1, 2, 4, 5

__________________________________________________________________________________________________
DUTY 2:







%
Critical



Performs as plans and policy advisor to functional users of information technology.  Develops and interprets policy for administering IT systems.  Assesses policy needs and reviews, revises, and develops policies to govern IT activities and presents recommendations to higher-level management.  Where necessary, modifies established plans and policies in response to changes in legislation or other directives.  Through feasibility studies, assesses impact of changes on current programs and recommends changes to existing plans to ensure compliance.  This includes long range planning, and involves defining current and future business requirements.  Analyzes IT system development as it relates to the organization and ensures policy and guidance are available for its use, that necessary controls are in place, and systems operate as intended and provide all necessary capabilities.  Develops migration plans for implementation of new technology.   Assesses and identifies training needs that address activities where gaps in competency exist in either current or new technology.  Develops training programs, or locates and recommends sources of training that ensure users can apply the best techniques in using IT.  Provides technical assistance to system users and contractors.  This includes keeping abreast of the latest developments in technology and conducting feasibility studies to evaluate systems performance as it relates to the organization.  
STANDARDS: 

A.   Routinely maintains effective relationships with functional users.

B.   With few exceptions, accurately evaluates status of policy and reviews/revises/develops necessary policy.

C.   Almost always provides effective technical advice, assistance, and training to customers on changing technology.

KSA:   1, 2, 4, 5, 6

__________________________________________________________________________________________________
DUTY 3:







%
Critical



 Assists with contracting functions and budget preparation.   Upon completion of feasibility studies and other projects designed to identify functional needs and changing business requirements for advancements in technology, prepares budgetary data for inclusion in financial plans in support of programs and projects.   Based upon findings, recommends IT funding priority adjustments to meet new business needs.  Conducts periodic analysis of projects and their funding for consistency with overall IT architecture and infrastructure and how they contribute to meeting business requirements.  Makes definitive budget recommendations to higher-level management to enable the organization to improve its IT status.  Assists management and senior IT specialists in developing SOW and PWS (statements of work/performance work specifications) for contracts involving IT systems or service.  Reviews completed solicitation packages and serves as advisor to the Contracting Office on technical aspects of contracts.   

STANDARDS:
A.  Typically provides professional consultation with functional managers, and budget and contracting officials.

B.   Routinely prepares budget data to support funding of projects to meet organizational business requirements.

C.   Almost always provides effective coordination of technical aspects of contract proposals involving IT.

KSA:   1, 2, 3, 5

__________________________________________________________________________________________________
DUTY 4:







%
Critical



Attends meetings and presents briefings.   Participates in discussions, meetings, conferences, committees or special projects.  Analyzes areas of concern, identifies problems, and resolves conflicts through persuasive discussions with management and user representatives.  Consults with base officials and working groups, customers and other organization personnel on IT concerns.  Prepares reports encompassing long and short range planning strategy recommendations, and presents briefings covering recommendations for acquisition or changes in business practices through enhanced IT use.  Maintains liaison with technical and professional organizations and industry to keep abreast of trends in technology.   Prepares and presents briefings which outline problems and solutions and keep management aware of their role in adopting changing technology.

STANDARDS:
A.   Routinely attends meetings and conferences and presents persuasive information which recognizes organizational needs and resolves conflicts.

B.   Almost always prepares professional reports and briefings which outline problems and solutions.

C.   With few exceptions, proactively studies changes in technology to maintain currency which will assist management in preparing for future needs.

KSA:   1, 2, 5, 6

___________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of a wide range of IT principles, concepts, and methods.

2.  Knowledge of organization’s policy and planning formulation process along with its missions and objectives to prepare IT polices and plans.

3.  Knowledge of budgetary processes, cost-benefit analysis methods, and analysis of performance data to prepare budget recommendations in support of IT requirements.

4.  Knowledge of systems architecture, integration techniques and testing methods.

5.  Ability to analyze complexities of existing technology, reviews, revises, and develops policy, initiates plans for enhancements, and provides management sufficient technical and cost analysis information, through written documentation and oral briefings, to render informed judgments.

6.  Ability to maintain an up-to-date awareness of technological advances and predict how management can meet future requirements.

________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-7
 1250 Points

 -- Knowledge of a wide range of IT principles, concepts, methods, advancements, policies, design, development, testing and applications, both hardware and software sufficient to assess the organization’s IT business requirements.

 -- Knowledge of the organization’s policy and planning formulation process along with its missions, goals, and objectives to prepare IT polices and plans.

-- Knowledge of organizational acquisition requirements, budgetary techniques, and financial status sufficient to identify needs and recommend adjustment of IT funding priorities.  

-- Knowledge of management requirements sufficient to render recommendations on development of new software versus purchase of off-the-shelf programs.

--Knowledge of systems architecture, integration techniques, and testing methods sufficient to conduct feasibility studies.

-- Ability to develop IT policies and plans and to assess impact of changed policy on the organization’s current IT plans and programs.

-- Ability to perform feasibility studies, perform cost analysis review, develop investment plans, and recommend a best course of action along with suitable alternatives.

-- Ability to review and consult on IT related contracts and to serve as a technical representative on IT systems and service contracts.

-- Ability to stay well informed on rapidly changing technology, to evaluate its possible impact on organization missions, and to develop plans to satisfy requirements.

Factor 2, Supervisory Controls





Level 2-4
450 Points

The supervisor sets the overall objectives and, in consultation with the employee, determines time frames and possible shifts in staff or other resources required.  The employee, having developed expertise in the assignment, independently determines the most appropriate principles, practices, and methods to apply in all phases of assignments, including the approach to take, degree of intensity and depth of research in management advisories.  The employee frequently interprets policies, procedures, and regulations on own initiative and applies new methods to resolve complex and/or intricate, controversial, or unprecedented issues and problems, and resolves most conflicts that arise.   The employee informs the supervisor about progress, potentially controversial matters, or far-reaching implications.  Completed work is reviewed for soundness of overall approach, feasibility of recommendations, compatibility with other work, or effectiveness in meeting requirements or achieving expected results.  Methods used are not normally reviewed by the supervisor.

Factor 3, Guidelines






Level 3-3 
275 Points

The employee uses a wide variety of reference materials, including agency, command and local standards, regulations, and technical guides for specific program areas which are not always completely applicable to issues and problems, or have gaps in significant areas.  The employee is required to interpret, adapt or modify existing guides and available precedents for application to the assigned project or gather considerable information to supplement gaps or lack of specificity in dealing with particular problems.  Judgment is required in researching, selecting, interpreting, modifying, and applying available guidelines for adaptations to specific problems or issues. 

Factor 4, Complexity






Level 4-4 
225 Points

The work consists of analyzing and evaluating the organization’s IT objectives and goals and assessing requirements and available policy documentation.  Recommends plans and policy which will contribute to meeting requirements and redirect funding priorities to best meet the organization’s IT business requirements.  The employee prepares budgetary data for inclusion in financial plans, prioritizing according to existing program plans, goals, and objectives.  The work involves assessing the impact of changing legislation and directives upon the organization’s goals and developing or modifying policy and plans to ensure changing requirements are recognized and met.  It involves assessing and analyzing training needs to ensure gaps in competency are filled by sufficient training to allow the workforce to enhance its effectiveness in IT related programs.   Exercises judgment in presenting findings to management and developing recommendations for improvements in IT management.

Factor 5, Scope and Effect





Level 5-3
150 Points

The work involves analysis of existing technology, formulating or modifying plans to enhance functional users’ IT status, and dealing with a variety of problems and conditions associated with changing technology and its applications.  The work requires conducting feasibility studies, performing cost analysis, and making recommendations to managers on how best to improve the IT posture.  The employee evaluates the impact of new policy on current programs and modifies, develops or recommends changes, which ensure compliance and responsiveness.  The work affects the organization’s ability to maintain a current IT planning and policy framework. 

Factor 6, Personal Contacts





Level/Points (see Factor 7)

Contacts include individuals or groups from outside the agency including consultants, contractors, vendors, instructors, or representatives of professional associations in moderately unstructured settings.  Contacts also include other agency officials several managerial levels removed from the employee on an ad hoc basis.  The employee must recognize or learn the role and authority of each party during the course of the contacts.     
Factor 7, Purpose of Contacts





 Level 6/7-3B*
110 Points 

The purpose is to plan, coordinate, and advise on work efforts, or to resolve issues or operating problems by influencing or persuading people who are working toward mutual goals and have basically cooperative attitudes.  Contacts typically involve identifying options for resolving problems.

Factor 8, Physical Demands





Level 8-1
5 Points

The work is primarily sedentary with some walking and standing in conjunction with travel and attendance at meetings and conferences away from the work site.  May carry light items such as papers, books, or small computer components.  The work does not require any special physical effort.

Factor 9, Work Environment





Level 9-1

5 Points

The work is performed in a typical office setting with visits to various other buildings or offices to support projects.  The work environment involves everyday risks or discomforts that require normal safety precautions

 ___________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  The employee may be required to work other than normal duty hours, which may include evenings, weekends, and/or holidays.

2.  Work may occasionally require travel away from the normal duty station.

3.  The employee may be required to travel on military and commercial aircraft.

4.  Recall to duty may be a requirement of this position.

5.  Overtime and/or emergency overtime may be required.

________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM Job Family Position Classification Standard (PCS) for Administrative Work in the Information Technology Group, GS-2200, covering the GS-2210, Information Technology Management Series, dated May 2001.

CLASSIFICATION REMARKS:  
Series and Title Determination:

The OPM PCS for Administrative Work in the Information Technology Group, GS-2200, covering the Information Technology Management, GS-2210 Series, covers two-grade interval positions for which the paramount requirement is knowledge of Information Technology (IT) principles, concepts, and methods.  IT includes systems and services used in the automated acquisition, storage, manipulation, management, movement, control, display, switching, interchange, transmission, assurance, or reception of information.  IT includes computers, network components, peripheral equipment, software, firmware, services, and related resources.  This position functions in the capacity as a technical advisor to installation users on plans and policy as related to organizational IT matters and meets the definition outlined in the GS-2210 PCS.  This information very clearly places this position in the GS-2210 series.   The GS-2210 Standard prescribes the title of Information Technology Specialist for all covered positions, and allows for ten specialties which are used as parenthetical titles if requirements are met.  One of those specialties is Policy and Planning which is defined as work which includes strategic planning, capital planning and investment control, workforce planning, policy and standards development, resource management, knowledge management, architecture and infrastructure planning and management, auditing, and information security management.  It further outlines functions commonly performed by specialists in policy and planning.  Many of those are found in this position including developing and maintaining strategic plans, assessing policy needs and developing policies to govern IT activities; providing policy guidance to IT management, staff, and customers; and preparing IT budgets.  The duties of the position clearly demonstrate that type of work; therefore, a parenthetical title is added.  The title and series of this position are correctly classified as Information Technology Specialist (Policy and Planning). 

Grade Level Determination: 

This position is evaluated by the OPM Position Classification Standard for Administrative Work in the Information Technology Group, GS-2200, as follows:  

FL 1-7/1250; 2-4/450; 3-3/275; 4-4/225; 5-3/150; 6/7-3B/110; 8-1/5; 9-1/5

GS-11 Point Range:  2355 - 2750

Total Points:   2470

Grade:  GS-11

* Factor Level 7 should be evaluated locally for applicability of level 7-C.  If the purpose of contacts meets the primary intent of this level, including resistance as a result of organizational conflict, competing objectives, or resource problems, this level should be credited and total points changed from 2470 to 2540.  This will not affect the classification of this position and therefore the SCPD number may still be used.

Final Classification:  Information Technology Specialist (Policy and Planning), GS-2210-11

NOTE(S) TO USERS:  This SCPD is intended for positions in the SC functional community.  Minor changes, including subject matter skill code shreds, may be made to fit local requirements as long as the changes do not affect the classification or staffing patterns of this SCPD.

__________________________________________________________________________________________________
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