STANDARD CORE PERSONNEL DOCUMENT

                   Number:  9G195

____________________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G195

SUPV LEVEL CODE:
  4
COMP LEVEL CODE:
FF3A

TARGET GRADE:
11
FLSA:
Exempt

JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:
See Note(s) to Users

__________________________________________________________________________________________________

CLASSIFICATION:  Realty Officer, GS-1170-11

DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
100%
DRLBRO
Realty Specialist/Officer/Base Realty Officer

2ND SKILL CODE:

3RD SKILL CODE:

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 4/30/97 

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:
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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 the base realty officer responsible for planning, organizing, and directing a complex realty program.

The organizational location of this position is:
__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:
__________________________________________________________________________________________________

DUTY 1:








%
Critical



Manages, plans, develops, organizes, administers, and coordinates one or more complex real estate programs.  Oversees the overall planning, direction, and timely execution of program activities.  Develops project plans for each program, identifies short- and long-term goals and objectives.  Determines resource requirements and prepares written plans and schedules.  Sets milestones for accomplishing program goals.  Incorporates federal, state, and local regulatory requirements into program design, implementation, and evaluation.

STANDARDS:
A.  Routinely manages real estate programs in a proactive manner.

B.  Typically develops effective goals and objectives and meets deadlines.

C.  With few exceptions, ensures programs are legally supportable.

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

__________________________________________________________________________________________________

DUTY 2:








%
Critical



Acquires interest in real property and use rights involving a combination of complicating factors.  Determines the properties to be acquired to satisfy the requirements for specific projects and the nature of the acquisitions.  Negotiates cost effective and advantageous terms for all aspects of acquisition transactions.  Provides advice on fair market value, methods of acquisition, barriers inherent in certain types of ownership, and other complicating factors (e.g., condemnation, seizure, etc.).  Researches and prepares assessments on preliminary value estimates and ownership issues.  Provides guidance on realty matters to site selection teams.  Prepares programming document with justification for site selected.  Ensures that all aspects of acquisition transactions are in the best interest of the installation, command, and Air Force.  Provides advice to senior management on realty acquisitions and ensures all necessary coordination is obtained.

STANDARDS:
A.  Generally makes cost-effective determinations that fully satisfy the functional user’s requirements.

B.  Almost always makes assessments that are well researched and legally supportable.

C.  Normally provides professional, timely, and thorough advice.

KSA:  1, 2, 4, 6

__________________________________________________________________________________________________

DUTY 3:








%
Critical



Determines need for and takes actions to outgrant property in a large metropolitan area.  Numerous outgrant requests include easements, leases, permits, etc., for use by large city governments, counties, state, federal agencies, and private land owners.  Prepares minor appraisals and rental determinations.  Drafts, negotiates, and completes all actions so that transactions are cost effective and withstand close scrutiny from legal challenges.  Determines if grantees are complying with outgrant terms and takes action when compliance is not maintained.  Provides testimony on outgrants before governmental bodies (e.g., commissioners’ court, city council, etc.) and private land owners.

STANDARDS:
A.  Routinely ensures documents are accurate and timely.

B.  With few exceptions, effectively drafts and negotiates transactions.

C.  Typically ensures outgrant compliance and takes timely actions when compliance is not maintained.

KSA:  1, 2, 4, 6

__________________________________________________________________________________________________

DUTY 4:








%
Critical



Disposes of excess buildings, facilities, or land involving significant complicating factors.  Disposal transactions involve numerous environmental concerns, limited or unstable markets, unusual security problems, numerous public conveyance, extensive damages that make the property difficult to sell, and/or significant economic impact on local real estate markets.  Prepares and processes declarations of excess and/or proposed facility disposal actions.  Participates in predisposal conferences.  Works to create/enhance salability of property and overcome lack of demand by ensuring pricing and administrative requirements present as few barriers as possible.  Performs detailed surveys and analysis of building conditions.  Protects installation interests by identifying specific easement or recapture rights to be retained upon disposal.  Prepares recommendations and justifications for the disposal of buildings, facilities, or land.

STANDARDS:
A.  Generally ensures disposal actions are taken in a timely and cost effective manner.

B.  Almost always, accurately prepares declarations of excess and/or other facility disposal actions.

C.  With rare exception, thoroughly and effectively protects installation interests.

KSA:  1, 2, 4, 6

__________________________________________________________________________________________________

DUTY 5:








%
Critical



Conducts extensive space utilization surveys involving unusual or special needs.  Analyzes requirements for compatibility, conformance with allowable criteria, and recommends changes.  Resolves problems covered within the terms of leases or other authorizing documents with conditions such as equipment malfunctions (e.g., elevators, heating or air conditioning system), building maintenance, building security, modifications in rental rates, and/or unanticipated changes in space needs.  Analyzes requests for space or services that may include various kinds of concessions, services, public parks, recreation programs, and/or fish and wildlife initiatives, etc.  Determines use of all land, space in buildings, and other facilities both on and off the base.  Reviews and updates installation and off base site real property accountability records.  Prepares and maintains an auditable real property account.

STANDARDS:
A.  Typically prepares thorough and complete surveys and analyses.

B.  Routinely ensures land, space, and facilities are fully and efficiently used.

C.  Normally ensures accuracy and reliability of records and reports.

KSA:  1, 2, 4, 5, 6

__________________________________________________________________________________________________

DUTY 6:








%
Critical



Serves as technical advisor and consultant.  Represents the installation at various conferences, meetings, and negotiations with other federal, state, or local government organizations concerning current realty programs, practices, and trends.  Responsible for the completion of all real property management functions.  Provides interpretation of higher-level guidance.  Develops local implementation procedures.

STANDARDS:
A.  With few exceptions, effectively provides accurate technical advice.

B.  Almost always represents the installation in a professional manner.

C.  Routinely ensures real property management functions are completed accurately and timely.

KSA:  1, 2, 4, 5, 6

__________________________________________________________________________________________________

DUTY 7:








%
Critical



Performs first level supervisory personnel management responsibilities.  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.  Assures that mission and accuracy requirements are met; selects employees; hears and resolves grievances and complaints; initiates and advocates appropriate corrective and/or adverse action for performance or conduct, schedules and grants leave; and identifies training needs; develops and implements training plans.  Applies Equal Employment Opportunity 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.  Provides proper guidance and direction, continuous feedback on strengths and weaknesses, and holds employees responsible for satisfactory completion of work assignments.  Appraises performance within established Air Force guidelines and time frames.  Provides and advocates appropriate recognition and feedback for employee performance and contribution, using the full range of honorary and monetary awards.  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 all work areas.  All known security violations are reported to the proper authority immediately when discovered.

STANDARDS:

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

B.  Consistently observes and complies with health, safety, and security directives.

C.  Ordinarily recognizes and arranges for training of subordinates in a timely manner.
KSA:  1, 2, 3, 4, 5, 6

__________________________________________________________________________________________________

DUTY 8:








%
Critical



Ensures education in and compliance with security, safety, and health directives.  Ensures employees with access to classified information comply with security directives.  All known security violations are reported to the proper authority immediately when discovered.  Submits reports in accordance with reporting directives.  Ensures safety equipment and protective clothing/gear are worn when mandated by regulations.  Any condition which might pose a hazard to safety or health is reported to the appropriate authority as soon as possible after detection.

STANDARDS:

A.  With rare exception, consistently ensures security, safety, and health education is conducted in order to minimize minor violations and to avoid major violations due to employee error or negligence.

B.  Ensures employees are in strict compliance with security, safety, and health procedures and regulations and promptly reports any observed or identified violations in accordance with established guidelines.

C.  Almost always, effectively fosters a safe work environment.
KSA:  1, 3. 4, 6

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of a wide range of complex real estate principles, concepts, and practices as well as agency, state, and local government procedures and the appropriate statutes and policies along with outgrant procedures, local market situations, and required documentation.

2.  Knowledge of property disposal policies and procedures, and policies and procedures for real property documentation and records.

3.  Knowledge of personnel management and EEO policies, practices, and procedures.

4.  Skill in gathering, evaluating, and interpreting data to arrive at valid conclusions and offer meaningful recommendations.

5.  Ability to analyze space utilization requirements and make recommendations on reuse.

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

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required by the Position



Level 1-7
1250 Points

-- Knowledge of a wide range of complex real estate principles, concepts, and practices as well as a good understanding of the real estate market to acquire and manage an active real estate program involving a combination of complicating factors at a military installation which involves high volume activity.  There are substantial overlapping priorities, agencies, and competition for available land resources and community resentment related to use of valuable property for special military (versus profit) purposes; and other complicating factors, such as unique environmental or historical concerns.  The real estate environment is complicated by a constant demand for various types of transactions, each with uniquely complicating factors having to do with location, ownership, interested parties, etc.

-- Knowledge of personnel management and EEO policies, practices, and procedures.

Factor 2, Supervisory Controls





Level 2-4
450 Points

The supervisor sets the overall objectives and resources available.  The employee and supervisor, in consultation, develop the deadlines, projects, agencies, or geographic area for which the employee will be responsible.  The employee plans and carries out assignments; resolves conflicts that arise; coordinates the work of others; and interprets policy on own initiative in terms of established objectives.  Policy and technical guidance may be provided by the major command.  The employee keeps the supervisor informed of progress and potentially controversial matters.  Overall, the supervisor reviews the work for feasibility, compatibility with other realty or land use projects, and effectiveness in meeting realty program and/or agency goals and requirements.

Factor 3, Guidelines






Level 3-3
275 Points

Numerous guidelines, including agency policies, practices, precedents, and regulations are available.  The guidelines cover most realty work, but may not be completely applicable or sufficiently comprehensive.  The employee uses judgment to make limited changes and adaptations to guidelines, such as modifying standard lease and contract clauses, or in developing a marketing approach for an undesirable property.  They analyze the results of adaptations and recommend further changes to guidelines.

Factor 4, Complexity






Level 4-4
225 Points

The work typically involves the use of many different and unrelated realty processes and methods in the acquisition, management, or disposal of a wide variety of properties with unusual combinations of complicating characteristics, such as multiple and/or conflicting uses, conflicting legal or environmental concerns, frequently changing program requirements, relocation issues, special military needs involving difficult technological requirements, and community opposition.  Employees use originality in planning the scope and direction of realty projects or identifying problems.  The employee plans realty transactions and projects that typically involve in-depth analysis and evaluation of unique and often conflicting combinations of characteristics, issues, and alternatives to determine the applicability of established realty practices and methods.

Factor 5, Scope and Effect





Level 5-3
150 Points

The purpose of the work is to perform complex real estate transactions and property management activities.  The employee modifies a wide range of techniques and methods to acquire, manage, or dispose of properties with diverse or unusual characteristics.  They investigate and analyze a wide variety of problems and questions to arrive at solutions; provide guidance on specific real estate principles, practices, methods, and techniques; and/or recommend new or modified policies.  Work affects the real estate assets and financial stability of the installation, local governments, and/or local community interests.

Factor 6, Personal Contacts





Level 6-3
60 Points

Personal contacts are with individuals or groups from outside the installation in a moderately unstructured setting (e.g., the contacts are not established on a routine basis; the purpose and extent of each contact is different; and the role and authority of each party is identified and developed during the course of the contact).  Contacts include other realty specialists from outside the command, functional experts (e.g., engineers, environmental experts, attorneys, etc.) from various levels, and local government officials.

Factor 7, Purpose of Contacts





Level 7-c
120 Points

The purpose is to influence, motivate, or question persons or groups to accept and abide by terms of complex contracts, leases, or agreements relating to acquisitions, disposals, or relocation.  Contacts may be uncooperative or unwilling to accept terms that will satisfy the requirements of the installation and off base sites.

Factor 8, Physical Demands





Level 8-1
5 Points

The work is primarily performed while sitting.  However, there may be some bending, walking, standing while inspecting residences and office or storage space, or carrying light objects such as floor plans, sales or contract file folders, computer reports, or digests of sales.

Factor 9, Work Environment





Level 9-1 
5 Points

The work is usually performed in an office setting.  However, there may be occasional exposure to risks when the employee makes on-site inspections of properties, particularly undeveloped property or property under construction.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  Work may occasionally require travel away from normal duty station.

2.  The employee may be required to travel on military or commercial aircraft.

__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM PCS for Realty Series, GS-1170, TS-125 dated August 1993; and OPM PCS General Schedule Supervisory Guide, TS-123 dated April 1993, with DoD Supplementary Guidance, June 1993.

GS-11 Point Range:  2355 - 2750

Total Points:  2540

Grade:  GS-11

CLASSIFICATION REMARKS:  The prescribed titles for the 1170 series are:  Realty Specialist for positions primarily responsible for performing nonsupervisory work in the acquisition, management, and/or disposal of real property.  Supervisory Realty Specialist is prescribed for positions that meet or exceed the criteria for evaluation as a supervisor in the General Schedule Supervisory Guide (GSSG), however, Supervisory Realty Specialists do not have responsibility for organizing, directing, or managing overall realty programs.  Realty Officer is prescribed for positions, such as this position, that are responsible for planning, organizing, and directing an overall realty program for a governmental organization, organizational segment, or other unit; subject only, at the local level, to administrative supervision and control.

The GSSG is used to grade GS supervisory work and related managerial responsibilities that require accomplishment of work through combined technical and administrative direction of others; constitute a major duty occupying at least 25% of the position’s time; and meet at least the lowest level of Factor 3 in the guide, based on supervising federal civilian employees, federal military or uniformed service employees, volunteers, or other noncontractor personnel.

This position does not meet the coverage criteria outlined in the guide, as the employee does not perform supervisory work at least 25% of the time.  Therefore, this SCPD is not intended for positions that meet the criteria for classification under the GSSG.

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 4/11/03.  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 8 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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