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Number:  9G005

_________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:          
9G005

SUPV LEV CODE:   8

COMP LEV CODE:   
532A

TARGET GRADE:  09

FLSA:

JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:  
See Note(s) to User

__________________________________________________________________________________________________

CLASSIFICATION:  Readiness Program Specialist, GS-0301-09

DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
70%
AKT3DX
Specialist/Analyst Disaster Preparedness

2ND SKILL CODE:
20%
AKTCMW
Contingency/Mobility/War Planning

3RD SKILL CODE:
10%
ARLPLN
Program Analysis/Planning

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 9/19/96 

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
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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 provide support in managing the readiness program which includes disaster preparedness (DP), air base operability (ABO), Civil Engineering Prime Base Engineer Emergency Force (BEEF), and camouflage, concealment and deception (CCD) programs. 

The organizational location of this position is:  __________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  To develop concepts, procedures, and systems necessary to implement the readiness programs for the installation. __________________________________________________________________________________________

DUTY 1:








%
Critical



Conducts the DP program for the installation.  Evaluates effectiveness of disaster preparedness programs for all units.  Analyzes disaster preparedness data and reports.  Provides advice and technical guidance to units in all areas related to disaster preparedness.  Reviews/approves and maintains a current file of base disaster preparedness plans developed by units.  Assists in the development of adequate disaster preparedness measures to minimize the effects of natural disasters and/or major accidents/incidents.  Establishes and maintains the Prime BEEF Team Management Book and ensures recall plans, status reports, training schedules, deployment kits, etc are current.  Analyzes the readiness capability of the unit through evaluation of training, equipment status, manning, and unit supervision. 

STANDARDS: 

A.  With few exceptions, ensures development of disaster preparedness programs, policies, and procedures. 
B.  Typically ensures that units prepare and keep current technical orders, directives, and plans and that DP program assessment results meet the intent of the program and satisfy requirements. 
KSA: 1, 3, 4, 5, 6
__________________________________________________________________________________________
DUTY 2:








%
Critical


Executes ABO program planning, operations, and related training requirements.  Develops procedures for units to support wartime operations.  Provides technical assistance to units during operational readiness exercises.  Responsible for ensuring ground burst simulators, smoke grenades and similar combat training devices are present at exercise locations.  Responsible for procuring combat training aids.  Compiles relevant data and prepares special tables, graphs, charts, and briefings needed to depict unit readiness and training status.  Reviews data to determine existing deficiencies, if any, and directs or performs appropriate corrective actions.  Assists in defining requirements for Prime BEEF combat support during contingency operations and conventional regional war in accordance with the War Mobilization Plan. 
STANDARDS: 

A.  Typically ensures information provided regarding the Disaster Preparedness program is accurate and timely. 
B.  Ensures that most team members and/or users are properly trained in accordance with agency and installation directives.
C.  Normally collects data and performs detailed analysis effectively to properly assess unit capabilities and DP readiness state.

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








%
Critical


Serves as the technical advisor for the CCD program.  Evaluates the effectiveness of CCD programs.  Studies trends, determines those areas requiring attention and recommends or initiates appropriate courses of action.  Advocates acquisition of state-of-the-art CCD equipment to support new concepts of operations.

STANDARDS: 

A.  Typically develops effective procedures and systems essential to the implementation of the CCD program. 

B.  Almost always provides guidance and direction for development of CCD planning documents in a timely and effective manner. 

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








%
Critical


Complies with health, safety, and environmental rules and procedures and performs work in a manner that enhances the safety of the work environment. 

STANDARDS: 

A.  No violation which results in an accident that would have caused serious injury, loss of life, or major damage to government property will be allowed. 

B.  Typically maintains awareness of work environment safety procedures and promptly reports unsafe practices and/or procedures, accidents, injuries, and/or violations to the supervisor.  This includes the personal use of appropriate protective equipment and compliance with occupational safety and health directives (OSHA). 
KSA: 1, 2, 3, 4, 5, 6

_________________________________________________________________________________________
DUTY 5:








%
Critical


Works to achieve and support quality improvement in all products and services and takes a proactive approach in promoting the readiness program.  Demonstrates positive support and works with employees, superiors, and peers to establish and maintain a reputation as a quality organization.  Demonstrates sensitivity and responsiveness to the needs and requirements of both internal and external customers and works cooperatively with suppliers to achieve mutual goals and continuous improvement in systems and processes. 

STANDARDS: 

A.  With few exceptions, communicates effectively with all levels of personnel and generally presents ideas in a clear and concise manner. 

B.  Almost always plans and carries out projects effectively to improve the efficiency and productivity of organizations and personnel in disaster preparedness and combat readiness activities. 

KSA:  4, 6
__________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): 

1.  Knowledge of directives governing DP programs and activities to project, plan, and manage DP activities.  This includes knowledge of nuclear, biological, and chemical warfare defense and response procedures, and ABO program objectives, governing directives, and goals as well as methods and procedures for program implementation.
2.  Knowledge of CCD program objectives and requirements to allocate and manage command assigned CCD assets. 

3.  Knowledge of health, safety, and environmental requirements as outlined in applicable safety standards, regulations, and/or technical orders. 

4.  Skill in planning and executing mobility/Prime BEEF programs and providing advice and technical guidance to installation organizations.
5.  Ability to analyze DP data and reports.

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

__________________________________________________________________________________________
CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required By The Position


Level 1-6
950 Points

Knowledge of the installation’s DP, ABO, CCD, and related readiness programs.  Knowledge of nuclear, biological, and chemical warfare defense and response procedures for natural and man-made disasters.  Knowledge of analytical and evaluative methods and procedures and skill in evaluating program operations.  Skill in oral and written communications to prepare and coordinate planning efforts and manage program activities. 

Factor 2, Supervisory Controls




Level 2-3
275 Points 
Works under the supervision of the Readiness Flight Chief who assigns work or delegates areas of responsibility.  Incumbent independently plans work and accomplishes tasks in accordance with applicable regulations and directives.  Work is reviewed for adequacy, effectiveness, and soundness of judgment. 
Factor 3, Guidelines





Level 3-3
275 Points 
Guidelines are generally available in the form of agency manuals/regulations and major command directives which cover most of the situations encountered; however, incumbent is required to exercise judgment in determining the applicability of these guidelines to various work situations. 
Factor 4, Complexity





Level 4-3
150 Points 
The work involves planning, coordinating, training, and evaluating units and resolving substantive DP issues.  Work has significant impact on wartime readiness, survivability, and peacetime emergency capabilities of units. 

Factor 5, Scope and Effect




Level 5-3
150 Points 
The purpose of the work is to assess the effectiveness of the DP program for the installation.  Incumbent ensures disaster preparedness programs are established and functioning in accordance with agency policies, directives, etc.  The work involves making decisions by refining methods and techniques in resolving problems. 

Factor 6/7, Personal Contacts/Purpose of Contacts


Level 6-2/7b 
75 Points 
Contacts are with unit’s staff, federal, state, local civil defense representatives, higher headquarters, etc. 

The purpose is to plan, coordinate, or advise on work efforts or to resolve operating problems by influencing or motivating individuals or groups who are working toward mutual goals and who have basically cooperative attitudes.  This includes providing assistance and operational support to units and staff on all matters pertaining to disaster preparedness. 

Factor 8, Physical Demands




Level 8-1
5 Points 
The work is sedentary, but occasionally requires long periods of standing and some physical effort or exertion. 

Factor 9, Work Environment




Level 9-1
5 Points 
The work is routinely performed in an office environment that is adequately lighted and climate controlled.  On some occasions, however, incumbent must work in unsheltered outdoor environments during inclement weather. 

__________________________________________________________________________________________
Other significant facts pertaining to this position are: 

Employee may be required to travel by military or commercial aircraft to accomplish temporary duty. 

__________________________________________________________________________________________

CLASSIFICATION SUMMARY:

FACTOR LEVELS AND POINTS:  1-6, 2-3, 3-3, 4-3, 5-3, 6/7-2/b, 8-1, 9-1


TOTAL POINTS:  1885

GRADE CONVERSION GS-09 Point Range: 1855-2100 

CLASSIFICATION STANDARD(S) USED:  CLASSIFICATION STANDARD(S) USED:  US OPM PCS for Miscellaneous Administration and Program Series, GS-0301, TS-34, January 1979; US OPM Administrative Analysis Grade-Evaluation Guide, TS-98 dated August 1990; US OPM PCS for Safety and Occupational Health Management Series, GS-018, TS-55 dated August 1981, and OPM Classification Appeal Decision, 14 Mar 95, Case Number 94NAG117. 

CLASSIFICATION REMARKS:  

1.  Series Determination:  The position works with or assists a higher graded specialist and provides operations readiness support in the disaster preparedness and readiness area.  The functional areas provide technical expertise in enhancing the installation’s readiness management operations and responsibilities in air base operability (ABO), chemical warfare defense (CWD), concealment and deception (CCD) programs, and Prime BEEF programs.  Reviewing and evaluating readiness data and reports.  Provides advice and guidance to units.  Executes ABO program planning and related training requirements.  Serves as the technical advisor for the CCD program.  Conducts training or arranges for and makes preparation for training units in the methods and techniques of disaster preparedness and readiness activities.  There is no specific occupational series that covers this type of work; therefore, the position is allocated to the GS-0301 series.

2.  Title Determination:  There are no prescribed titles for positions allocated to the GS-301 series.  Based on current requirements for AFSCs within the disaster preparedness functions and readiness functions and, therefore, the requirements of this position, the most descriptive title is Readiness Program Specialist.

3.  Grade Determination:  The position was evaluated by application of OPM PCS Administrative Analysis Grade-Evaluation Guide.  The standard provides grading criteria under the Factor Evaluation System (FES).

NOTE(S) TO USERS:

1.  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.  

2.  SCPD was updated 2/26/03.  The following updates were made:

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

Non-Critical duties were changed to critical duties.

Number of KSAs was revised from 9 to 6 and KSAs were re-linked to the duties of the position.

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

*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.
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