STANDARD CORE PERSONNEL DOCUMENT                                                                              Number:  9G499 

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G499

SUPV LEVEL CODE:
1
COMP LEVEL CODE:
S10A

TARGET GRADE:
12
FLSA:
Exempt

JOB SHARE:

CAREER PROG ID:
D

SENSITIVITY:

BUS:
8888

EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Supervisory General Engineer, GS-0801 (FC)-12  (See Class Remarks for FC Guidance)

DUTY TITLE:  Chief, Maintenance Engineering __________________________________________________________________________________________________
ORG & FUNC CODE:
ECY
Civil Engineering 
   

1ST SKILL CODE:
34%
BPVENGONM
Electrical Eng/Facility/Real Prop/Opr/Maintenance

2ND SKILL CODE:
33%
BPRENGONM
Mechanical Eng/Facility/Real Prop/Opr/Maintenance

3RD SKILL CODE:
33%
BNWENGONM
Civil Eng/Facility/Real Prop/Opr/Maintenance

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 10/02/01

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

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 a first level supervisor, providing planning, directing, organizing, and exercising control over nonsupervisory employees assigned to the Maintenance Engineering Element involving the application of civil, mechanical, and electrical engineering.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:
The organizational goals or objectives of this position are:
__________________________________________________________________________________________________

DUTY 1:









%
Critical


Plans, organizes, and directs the activities of the Maintenance Engineering Element, ensuring that O & M planning, Infrastructure Program Management, Recurring Work Program, Base Energy Management, Utility Contract Management and service contract monitoring complies with legal and regulatory requirements and meets customer needs.  Develops goals and objectives that integrate organization and Civil Engineering objectives.  Researches, interprets, analyzes and applies civil engineering guidelines, policies, regulations, etc.  Establishes policies and procedures for accomplishment of work and to eliminate work problems or barriers to mission accomplishment, promote team building, implement quality improvements, or in response to concerns with regulatory compliance and/or customer requirements.  Plans and schedules work in a manner that promotes a smooth flow and even distribution.  Coordinates plans and schedules with other organization managers and customers as appropriate.  Identifies need for changes in priorities and takes action to implement such changes.  Plans work to be accomplished by subordinates, sets and adjusts short-term priorities, and prepares schedules.  Assigns work to subordinate employees based on organization priorities and consideration of difficulty and requirements of assignments such that the experience, training, and abilities of staff are effectively utilized to meet organization and customer needs.  Balances workload and provides advice, guidance, and direction on a wide range of engineering and administrative issues.  Structures assignments to create effective and economical positions.   Coordinates with other organization managers and customers as appropriate.  Reviews organization mission, functions, and manning.  Identifies requirements and initiates requests for additional resources including personnel, overtime, equipment, supplies, and space to ensure success in meeting goals and objectives.  Provides advice to supervisor of significant issues and problems related to work accomplishment.  Establishes metrics and analysis systems to ensure actions are timely and reviewed at critical points.  Accepts, amends, or rejects work presented by subordinates.  Performs self-inspection and presents detailed and comprehensive report with any corrective action taken to supervisor.  Follows-up to ensure complete and quality resolution of discrepancies.  Assesses and revises policies and procedures as needed to find ways to improve quality, timeliness, and efficiency of work.
STANDARDS:

A.  Planning, organizing, and directing efforts typically comply with higher headquarters guidance and achieve organization and customer needs.

B.  Management of resources normally meets the needs of the staff and customers adequately and effectively. 

C.  Methods established to review actions are usually effective and ensure legal and regulatory compliance issues and/or customer concerns are promptly identified and addressed.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________
DUTY 2:









%
Critical


Exercises supervisory personnel management responsibilities.  Advises and provides counsel to employees regarding policies, procedures, and directives of management.  Selects or recommends selection of candidates for vacancies, promotions, details, and reassignments in consideration of skills and qualifications, mission requirements, and EEO and diversity objectives.  Develops, modifies, and/or interprets performance standards.  Explains performance expectations to employees and provides regular feedback on strengths and weaknesses.  Holds employees responsible for satisfactory completion of work assignments.  Appraises subordinate workers performance ensuring consistency and equity in rating techniques.  Recommends awards when appropriate and approves within-grade increases.  Hears and resolves employee complaints and refers serious unresolved complaints to higher-level management.  Initiates action to correct performance or conduct problems.  Effects minor disciplinary measures such as warnings and reprimands and recommends action in more serious disciplinary matters.  Prepares documentation to support actions taken.  Identifies employee developmental needs and provides or arranges for training (formal and on-the-job) to maintain and improve job performance.  Encourages self-development.  Approves master leave schedule assuring adequate coverage for peak workloads and traditional holiday vacation time.  Demonstrates sensitivity to ideas of subordinates.  Promotes an environment in which employees are empowered to participate in and contribute to effective mission accomplishment.  Discharges security responsibilities by ensuring education and compliance with security directives for employees with access to classified or sensitive material.  Recognizes and takes action to correct situations posing a threat to the health or safety of subordinates.  Applies EEO principles and requirements to all personnel management actions and decisions, and ensures all personnel are treated in a manner free of discrimination.  Periodically reviews position descriptions to ensure accuracy, and the most effective utilization of personnel resources.  Explains classification determinations to subordinate employees.

STANDARDS:

A.  Personnel management actions initiated are typically prompt, accurate, and well considered in terms of mission, legal, regulatory, 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

__________________________________________________________________________________________________
DUTY 3:









%
Critical


Represents Maintenance Engineering with a variety of installation and functional area organizations.  Establishes, develops, and maintains effective working relationships with other Civil Engineering elements, Safety, Vehicle Maintenance, etc.  Meets with key customer and coordinating officials to assess customer satisfaction, explain organization policy and procedures, and resolve problems that arise.  Provides or ensures that subordinates provide customer guidance and training.  Participates in special projects and initiatives and performs special assignments.  Identifies the need for special projects and initiates milestones and goals.  Evaluates reports by analyzing facts and performing appropriate research and prepares detailed responses.  Determines appropriate recommendations for unresolved or questionable problems and performs follow-up.  Researches and determines or recommends appropriate actions or interpretation of issues that impact organization, installation, command, or agency.

STANDARDS:

A.  Interactions with internal and external officials and/or customers are usually diplomatic, convincing, professional, and promote effective working relationships.

B.  Recommendations are almost always thoroughly researched and analyzed to ensure all issues are properly addressed.

C.  Typically ensures participation and outcomes of special projects result in positive impact on the organization and/or improves quality.

KSA:  1, 5

__________________________________________________________________________________________________
DUTY 4:









%
Critical

Provides technical engineering advice to management and personnel of other organizations supported by Civil Engineering pertaining to problems, tasks, or work involving any or all engineering specialties.  Advice concerns the advisability, practicability, and relative priority of maintenance, repair, changes, modifications, and alterations to existing installation facilities.  Advice includes engineering principles, economic/cost analyses, and historical data search.

STANDARDS:

A.  Engineering advice is almost always timely, accurate, and given in a manner that provides an acceptable course of action by the recipient. 

B.  Problem analyses activities typically result in acceptable solutions in a timely manner.

KSA:  1, 2, 3, 5

__________________________________________________________________________________________________
DUTY 5:









%
Critical

Utilizes safety practices and procedures following established safety rules and regulations and maintains a safe work environment.  Recognizes and takes action to correct situations posing a threat to the health or safety of subordinates.  Ensures that subordinates wear protective safety equipment and clothing when appropriate.

STANDARDS:

A.  Consistently enforces safety and health practices in the organization.

KSA:  2, 4, 5

__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of multi-disciplinary professional engineering concepts, principles, and practices applicable to the full range of engineering duties concerned with design and layout of plumbing, electrical, control systems, heating, air conditioning, structural, and other systems for use in office buildings, hospitals, and other military installation structures.

2.  Knowledge of safety and security regulations, practices, and procedures.

3.  Knowledge of standard contracting regulations, practices, and procedures.

4.  Ability to plan, organize, and direct the functions and staff of a small to medium sized organization.

5.  Ability to communicate effectively, both orally and in writing.

__________________________________________________________________________________________________

SUPERVISORY CONTROLS:

Supervised by the Chief, Operations and Maintenance Flight, who provides general assignments related to functional responsibilities of the Maintenance Engineering Element, delegates commensurate authority to effectively accomplish assigned functions, and provides broad outlines of Flight policies, objectives, guidelines and procedures.  Employee is expected to effectively accomplish all functional activities in a timely and quality manner with minimum guidance and assistance.  Problems of unusual difficulty, or of a precedent setting nature are discussed with the supervisor or other persons within Civil Engineering having information, knowledge, and authority to provide assistance.  Work is reviewed to accuracy, adequacy, completeness, and fulfillment of functional responsibilities.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Program Scope and Effect




Level 1-2
350 Points

-- Scope:

The work directed is professional and technical, supporting the maintenance of installation facilities and technical monitoring of a number of service contracts.

-- Effect:

The services or products of the work unit support and significantly affect the installation level operations and maintenance of real property, energy management and control systems, and administration of service contracts.

Factor 2, Organizational Setting





Level 2-1
100 Points

The employee is accountable to the Chief, Operations and Maintenance, a position that is two or more levels below the first SES or general officer, equivalent in the direct supervisory chain.

Factor 3, Supervisory and Managerial Authority Exercised

Level 3-2c
 450 Points

The incumbent plans and schedules work to be accomplished by subordinates, 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 organizational performance; and identifies and provides for employee training and development.  The employee also 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; and assesses and revises policies and procedures as needed to find ways to improve quality, timeliness, and efficiency of work.  All of the responsibilities described at Level 3-2c are performed.

Factor 4, Personal Contacts

Subfactor 4A- Nature of Contacts




Level 4A-2
50 Points

There are frequent contacts, related to the supervisory work of the position, with higher-ranking managers throughout the installation and within Civil Engineering, with contractors performing service contract work, and with subordinates performing engineering and contract surveillance work, and with local community officials.  Contacts take place in meetings, through the telephone, or in person as the need arises.

Subfactor 4B- Purpose of Contacts




Level 4B-2
75 Points

Contacts are to plan and coordinate the work directed; provide technical advice and assistance; and resolve differences of opinion among managers, supervisors, employees, contractors, or others. 

Factor 5, Difficulty of Typical Work Directed



Level 5-6
800 Points

The position is responsible for providing direction and supervision over work at the GS-11 which best characterizes the nature of the basic, mission oriented, nonsupervisory work performed in the organization and which constitutes 25 percent or more of the workload (not positions or employees) of the organization.

Factor 6, Other Conditions





Level 6-4
1120 Points

Supervision requires substantial coordination and integration of a number of major work assignments or projects in two or more engineering disciplines comparable in difficulty to the GS-11 level, and that has significant impact on the condition and occupation of facilities by organizations supporting or impacting on accomplishment of the installation’s mission(s).
Special Situations:  None.
__________________________________________________________________________________________________

Other significant facts pertaining to this position are:

1.  Work may occasionally require travel away from the normal duty station on military or commercial aircraft.

2.  The work may require the employee to drive a motor vehicle.  An appropriate, valid driver’s license may be required.

_________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED: US OPM Handbook of Occupational Groups and Series, Engineering and Architecture Group, GS-0800; US OPM PCS for General Schedule Supervisory Guide, and DOD Supplementary Guide to the GSSG, June 1993; US OPM Series Definition for the General Engineering Series, GS-0801;  (HRCD-7, July 1999).

Factors and Points:  1-2/350; 2-1/100; 3-2c/450; 4A-2/50; 4B-2/75; 5-6/800; 6-4/1120

GS-12 Point Range:  2755-3150

Total Points:  2945

Grade:  GS-12

Series and Title Determination:  This position is multi-disciplinary in nature, requiring knowledge of electrical, mechanical, and civil engineering disciplines in order to successfully perform the duties of the position.  The GS-0801, General Engineering Series is assigned because the position involves professional engineering work in several branches of engineering.  There are no prescribed titles for this series therefore the constructed title is General Supervisory Engineer.  

CLASSIFICATION REMARKS:
The Functional Classification Code from Appendix 2 to the Introduction to the Position Classification Standards, should be assigned locally to fit specific requirement. 

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 as long as the changes do not affect the classification or staffing pattern of this SCPD.

__________________________________________________________________________________________________
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