STANDARD CORE PERSONNEL DOCUMENT                                                                              Number:  9G503

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G503

SUPV LEVEL CODE:
2
COMP LEVEL CODE:
93GA

TARGET GRADE:
12
FLSA:
Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:
Non-Critical Sensitive 
BUS:
8888

EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Airfield Manager, GS-2150-12

DUTY TITLE:  Airfield Manager

__________________________________________________________________________________________________
ORG & FUNC CODE:

1ST SKILL CODE:
100%
FMM1HU
Transportation Services/Air

2ND SKILL CODE:
%


3RD SKILL CODE:
%

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 1/11/02

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 Airfield Manager, providing oversight of the Airfield Management function.  
The organizational location of this position is:  Operations Support Squadron; Airfield Operations Flight; Airfield Management/Base Operations.

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:
The organizational goals or objectives of this position are:  To provide pilots pre-flight, enroute, and post-flight services similar to a Federal Aviation Administration Flight Service Station (FSS); coordinate and maintain liaison with military, federal, international, and local agencies concerning flight planning, training route utilization, flight movement messages, searches/rescue operations, and base contingency/operational plans; and conduct airfield inspections/checks to ensure adherence to airfield standards.

__________________________________________________________________________________________________

DUTY 1:








%
Critical


Plans, organizes, and oversees the activities of the Airfield Management/Base Operations.  Develops and directs the implementation of short and long term operational plans, policies, and procedures of base operations activities and airfield facilities essential to flight safety and flight operations.  Serves as the Wing Commander’s focal point for orchestrating daily and long range utilization of the airfield to ensure accomplishment of assigned missions as well as maximum support for other flight operations.  Develops policies concerned with the establishment and improvement of airfield support activities and Airfield Management/Base Operations procedures in support of military and civilian operation.  Develops goals and objectives that integrate organization and Operations Support Squadron objectives.  Researches, interprets, analyzes, and applies DOD, Air Force, Federal Aviation Administration (FAA), and International Civil Aeronautical Organization (ICAO) rules and directives.  Establishes, revises, or reviews policies, procedures, mission objectives, and organization design for airfield management and flight services activities, ensuring that flying mission and/or flight safety is not compromised.  Develops procedures to notify proper agencies when an aircraft carrying hazardous cargo is arriving at or departing from the base.  Coordinates with explosive safety and other appropriate agencies on areas designated for parking, loading, and servicing of aircraft with hazardous cargo.  Develops and implements internal procedures in support of the National Search and Rescue Plan.  Interprets higher headquarters policies and implements actions of the airfield management function within the Airfield Operations Flight.  Coordinates with internal and external agencies to affect the search activity for downed aircraft and crewmembers.  Coordinates on development and application of base-wide operation plans supporting wartime operations, contingencies, aircraft accidents, natural disasters, aircraft incidents on/off base.  Develops and implements procedures with on and off base emergency response agencies involving any aircraft in the local flying area.  Ensures Primary and Secondary Crash Nets are installed, operational, and maintained.  Is responsible for management of the Base Flight Information Publications (FLIP) Program.    

STANDARDS:

A.  Typically develops accurate policy and guidance related to airfield operations and Airfield Management/Base Operations.  

B.  Normally provides sound advice and technical expertise on airfield and Airfield Management/Base Operations issues; makes appropriate recommendations.  

C.  Regularly analyses and evaluates policies and objectives to identify significant changes, potential problem areas, and measure overall effectiveness.     

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________
DUTY 2:









%
Critical


Oversees maintenance and operation of the airfield to ensure compliance with all applicable safety regulations.  Responsible to open or close the airfield to air traffic after determining safe or unsafe operating conditions exist, based on knowledge of aircraft configurations and maneuvering capabilities.  Responsible for airfield construction projects including runways, taxiways, aircraft parking ramps, lighting systems, etc.  Plans, inspects, and directs airfield improvements, repairs, and continuing operations.  Provides advice and assistance in such activities as airfield surface repair and painting programs and their work crews. Provides guidance and coordination in emergency situations on the airfield.  Works closely with Civil Engineers in all phases of programmed airfield construction. Provides staff assistance in all facets of airfield inspections and determines actions to be taken.   Coordinates with Civil Engineers to ensure airfield repair and maintenance are properly accomplished. Accepts or rejects completed work based on thorough knowledge of airfield maintenance and safety standards. Responsible for identifying requirements for both major and minor airfield improvement projects.  This includes submitting work requests, preparing funding justification, reviewing design engineering plans for adequacy and completeness, monitoring progress, and performing final inspection.  Monitors to prevent unsafe conditions and maintain continued use of facilities.  Determines hazards to personnel proposing work on the airfield to include safety/security requirements and other procedures to be followed in performing their work.  Coordinates with Civil Engineering to establish runway rubber removal and painting schedule and to control height of vegetation on airfield to include overruns, approach surfaces, and areas around airfield lighting.  Manages the airfield Foreign Object Damage (FOD) program.  Reviews with Civil Engineering and safety all waivers that affect the airfield and flying operations.   Establishes airfield sweeper support and approves daily sweeping schedule. 

STANDARDS:

A.  Typically effectively performs comprehensive analysis of construction proposals and zoning change requests which could affect local flying patterns, instrument procedures, and noise abatement requirements.  

B.  Normally ensures appropriate agencies are advised of areas on the airfield requiring repair or maintenance and situations or problems that could affect safe flight operations.  

C.  Almost without exception accurately reviews architectural and engineering submittals for completeness, accuracy, and compliance with airfield requirements. 

KSA:  1,2,4,5

__________________________________________________________________________________________________

DUTY 3:









%
Critical


Represents the installation for all airfield management matters at various conferences, meetings, and one-on-one dealings with local officials, other DoD components, and other Federal and State organizations concerning management and use of the airfield.  Serves as a member of the Airfield Operations Board and the base Bird Aircraft Strike Hazard (BASH) working group.  Establishes, develops, and maintains effective working relationships with control tower operations, RAPCON, and FAA personnel.  Meets with or discusses services provided to pilots and coordinating officials to assess customer satisfaction, explain organization policy and procedures, and resolves significant problems that arise.  Ensures subordinate units provide customer guidance and training.  Serves as technical advisor to the base Flying Safety Office on accidents, incidents, and hazards.  Maintains liaison with other armed forces and civilian counterparts in developing joint operations requirements.  Oversee the Crisis management system and serves as representative on the base Disaster Response Force.  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.  Typically ensures the Airfield Operations Board is briefed on all matters pertaining to the airfield including planned and current airfield construction and number and status of proposed and current airfield waivers.  

B.  Typically interactions with internal and external officials and/or customers are diplomatic, convincing, professional, promote effective working relationships, and protect the interests of the Government.

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

KSA:  1, 5

__________________________________________________________________________________________________
DUTY 4:









%
Critical


Performs 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 development needs and provides or arranges for training (formal and on-the-job) to maintain and improve job performance.  Encourages self-development.  Approves leave and ensures that all necessary positions are manned at all times.  Recognizes and takes action to correct situations posing a threat to the health or safety of subordinates.  Discharges security responsibilities by ensuring education and compliance with security directives for employees with access to classified or sensitive material.  Applies EEO principles 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 and other personnel policies and procedures to employees. 

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

__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of DOD, Air Force, Federal Aviation Administration, International Civil Aviation rules, and other applicable laws, regulations, instructions, and directives as they pertain to airfield standards, air traffic control, aircraft operations characteristics, and airfield management.

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

3.  Ability to analyze, plan, and adjust work operations to meet program requirements and objectives within available resources, and to mentor, motivate, and appraise the staff of an organization.

4.  Ability to communicate both orally and in writing.

5.  Ability to identify, analyze, and translate complex information, make appropriate judgments, and evaluate options concerning airfield operations and maintenance.

_________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required by the Position



Level 1-7
1250 Points

-- Comprehensive knowledge of a wide range of federal and agency airfield management and flight planning principles, practices, procedures, and regulations applicable to the full range of airfield management responsibilities on a military installation and the relationship of these activities to the air traffic system.  The work requires considerable skill in applying this knowledge to plan and accomplish a variety of complex work assignments and/or to identify, analyze, and resolve airfield management issues or problems. 

--Knowledge of operations, practices, and policies of airfield management and planning function to develop, integrate, and coordinate airfield management plans and programs.    

--Knowledge of performance characteristics, capabilities, and limitations of various types of aircraft, USAF, and federal flying regulations, aircraft with hazardous cargo/ammunitions, communications procedures, and other air and ground operations procedures to enable the incumbent to make appropriate decisions during management of the airfield.  Knowledge of military and civil aircraft landing/take off capabilities and limitations is essential for rapid, safe, and viable decision making when emergency and/or unusual runway conditions exist.  Requires a thorough knowledge of USAF and FAA regulations pertaining to airfield maintenance and equipment ground handling facilities.   

-- Knowledge of the procedures related to flight handling, routing, airways, and airspace structures; weather and its affect on flying operations; airfield conditions; domestic and foreign heads of state security and how they affect safe flight operations.

--Knowledge of engineering and contractual principles and procedures pertaining to airfield pavement and construction materials, maintenance, and airfield pavement repair practices.  

--Knowledge of safety practices and procedures to ensure all construction, repairs, and operations on the airfield are performed in a safe environment. 

-- Knowledge and skill in applying analytical and evaluative methods and techniques to issues or studies concerning the efficiency and effectiveness of program operations.

-- Ability to speak effectively to coordinate with personnel from DOD Foreign Affairs Office, Headquarters Air Force, other branches of the military, Major Air Commands, foreign militaries, senior commanders, civilian aviation industry officials, contractors, and other base agencies.

Factor 2, Supervisory Controls





Level 2-4
450 Points

Supervised by the Airfield Operations Flight Commander who provides guidance in terms of broad objectives and priorities.  The employee is responsible for conducting all phases of airfield management consistent with the objective and priorities established by the supervisor, including the interpretation of directives, and the development of local methods and procedures.  Keeps the supervisor informed of potentially controversial findings, issues, or problems that potentially could affect base flying mission and/or flight safety.  When work is reviewed it is from a standpoint of feasibility and accomplishment of overall broad objectives and impact on flight operations.  Work is considered technically authoritative and is normally accepted without change.

Factor 3, Guidelines






Level 3-4
450 Points

Guidelines consist of Federal Aviation Administration, Department of Transportation, Department of Defense, Air Force, and Major Command flight operations.  Guidelines provide generalized requirements for programs and objectives but do not define detailed methods to perform and accomplish the work.  The employee uses initiative and judgment to resolve conflicts in guidelines and develop new methods or propose new policies.  Judgment is also required in assessing different hazardous conditions and applying established control procedures or developing new control procedures as situations develop.  Many projects are unique, with no existing precedents, and requires initiative by incumbent in determining the best possible solution.  The employee analyzes results and implements changes.  

Factor 4, Complexity






Level 4-4
225 Points

The assignment consists of a variety of airfield management duties involving many different and unrelated functions, processes, and methods that apply to airfield management planning, operations, and management.  Decisions regarding what needs to be done are complicated by the various priorities of flying units, weather conditions, and construction conditions on the airfield.  Incumbent accomplishes goals and duties of the position in an ever-changing real-time environment of operations with high visibility.  Must plan for situations that are diverse, but extensively interrelated and that are characterized by short suspenses, high-level involvement from both on and off base, high dollar impact, and no room for mistakes or second chances.  Resolution of complex problems requires the incumbent   to exercise sound judgment and tact, as well as the ability to sell and/or negotiate various issues.  Successful management of the airfield is dependent upon the incumbent’s ability to be aggressive, innovative, and creative in the coordination of all airfield activities.  Coordinating airfield projects and repairs involving many organizations requires maximum effort in minimal time.  

Factor 5, Scope and Effect





Level 5-4
225 Points

The purpose of this position is to serve as the primary action officer for the Wing to manage airfield and base operations, maintain the airfield and associated facilities, and ensure safe flight operations.  The incumbent is the focal point for all activities affecting or utilizing the airfield and serves as the expert authority on airfield management and use of military airfields by civilian aircraft.  As Wing executive agent, the employee plans and manages all airfield construction, repairs, and closures and ensures current and up-to-date airfield information is passed to senior commanders, flying organizations, and civilian customers.  Employee decisions impact the safe and successful flight operations for the base, other Air Force, DOD, federal, nonfederal, and international flight operations.   

Factor 6/7 Nature of Contacts and Purpose of Contacts


Level 3c 
180 Points

Contacts include flying personnel of all ranks from all DoD branches, civil flight crews, foreign nationals plus locally assigned contactor airfield maintenance repair, and construction personnel.  Individuals contacted varying according to the situation involved and require the employee to ensure that the persons contacted understand their respective roles.  This level may also include contacts with high ranking program officials of the same agency several managerial levels removed from the employee when such contacts occur on an ad-hoc or other irregular basis. 

Contacts are to influence and motivate managers and other officials on the methods for providing airfield management support, resolve problems, monitor airfield infrastructure, and provide findings and recommendations on airfield infrastructure improvements.  The employee must use exercise skill and utilize job knowledge in overcoming resistance to recommendations especially those involving controversial issues and expenditure of resources.  
Factor 8, Physical Demands





Level 8-1
5 Points

Work is primarily sedentary, however, walking, stooping and climbing are required in checking runway conditions and inspection of construction projects.  Occasional lifting of objects weighing up to 50 pounds may be required.  

Factor 9, Work Environment





Level 9-1
5 Points

Work is performed both in an office setting as well as outdoors in all types of weather.  Work involves moderate risks that require special safety precautions for noise, munitions, and moving aircraft.  

__________________________________________________________________________________________________

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.  This is a key position that may require removal from military recall status if applicable.

3.  May be required to participate in Operational Readiness Exercises and Major Accident Response Exercises.

4. Flight line driver’s license and SECRET security clearance required.  

_________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED: US OPM Series Definition for the General Transportation Series, GS-2150; US OPM PCS for General Schedule Supervisory Guide; US OPM PCS for Traffic Management Series, GS-2130; US OPM Primary Standard (HRCD 7, July 1999); DOD Supplementary Guide to the GSSG, June 1993; and HQAF/DPCC ltr, Subj: Air Force Airfield Management Guidance, dated 6 June 1996.

CLASSIFICATION REMARKS:  

EVALUATION STATEMENT

SERIES AND TITLE DETERMINATION

This position manages and directs all airfield activities.  The Transportation Operations Series, GS-2150, includes all classes of positions the duties of which are to administer, supervisor, or perform work involving the planning, directing, or operating rail, motor, air, or water transportation systems and service including positions involving responsibility for operation of both transportation service and terminal facilities.  Per HQ USAF/DPCC letter, dated 6 Jun 1996, positions performing work involved in planning, directing, or operating air transportation service and terminal facilities is properly classified in the Transportation Operations Series, GS-2150.  There is not prescribed title for this series.  Since the GS-2150 series does not prescribe titles, the constructed title that recognizes the nature of the work is Airfield Manager, GS-2150.  

Grade Determination:
The GS-2150 standard does not contain grading criteria.  The position is evaluated using the GS-2130, Traffic Management Series Standard.  The GS-2130 standard contains relevant work processes and techniques analogous to the position.    

Application of the Traffic Management Series, GS-2130 Standard results in the following Factor Levels and Points

Factor Levels and Points:  1-7/1250; 2-4/450; 3-4/450*; 4-4/225; 5-4/225*; 6/7-3c/180; 8-1/5; 9-1/5

GS-12 Point Range:  2755-3150

Total Points:  2790

Grade:  GS-12

*Factor Levels 3 and 5 are addressed below to support the classification of this position as a GS-12:

FACTOR 3, GUIDELINES
FL 3-4: Principal guidelines regularly used in the work include agency traffic management policy statements and program directives. Government transportation regulations, and general administrative instructions.  Guidelines provide a general outline of the program goals and objectives, but they do not detail the methods used to perform or complete work assignments.  For example the guides may delineate major areas of concern and assign broadly stated responsibilities but leave development of the detailed approach and methodology to the employee.  The employee uses initiative, extensive experience, and a broad knowledge of traffic management principles and transportation industry practices to develop new methods and recommended changes.  Assignments may also include responsibility for developing guidelines for use by traffic managers or specialists at the same or lower levels in the organization. 

Guidelines consist of Federal Aviation Administration, Department of Transportation, Department of Defense, Air Force, and Major Command flight operations.  Guidelines provide generalized requirements for programs and objectives but do not define detailed methods to perform and accomplish the work.  The employee uses initiative and judgment to resolve conflicts in guidelines and develop new methods or propose new policies.  Judgment is also required in assessing different hazardous conditions and applying established control procedures or developing new control procedures as situations develop.  Many projects are unique, with no existing precedents, and require initiative by incumbent in determining the best possible solution.  The employee analyzes results and implements changes.  Duties of the position include:  Developing policies concerned with the establishment and improvement of airfield support activities and Airfield Management/Base Operations procedures in support of military and civilian operation.  Developing goals and objectives that integrate organization and Operations Support Squadron objectives.  Researches, interprets, analyzes, and applies DOD, Air Force, Federal Aviation Administration (FAA), and International Civil Aeronautical Organization (ICAO) rules and directives.  Establishing, revising, or reviewing policies, procedures, mission objectives, and organization design for airfield management and flight services activities, ensuring that flying mission and/or flight safety is not compromised.  Develops and implements internal procedures in support of the National Search and Rescue Plan.  Interprets higher headquarters policies and implements actions of the airfield management function within the Airfield Operations Flight.  The position meets and does not exceed FL 3-4.

FACTOR 5, SCOPE AND EFFECT
FL 5-4:  The purpose of the work is to plan, develop, and implement traffic management projects or programs of considerable breadth and complexity.  The results of the work affect a range of agency activities being carried out at a number of locations. 

The purpose of this position is to serve as the primary action officer for the Wing to manage airfield and base operations, maintain the airfield and associated facilities, and ensure safe flight operations.  The incumbent is the focal point for all activities affecting or utilizing the airfield and serves as the expert authority on airfield management and use of military airfields by civilian aircraft.  As Wing executive agent, the employee plans and manages all airfield construction, repairs, and closures and ensures current and up-to-date airfield formation is passed to senior commanders, flying organizations, and civilian customers.  Decisions made concerning Airfield conditions, opening and closing of the airfield, and dealing with emergency situations impact not only the base flying mission but also the mission of other Air Force bases, DOD components, Federal and Non-Federal flying missions, and international flight operations.  Decisions made for a multi-runway or single runway can impact a large number of federal and non-federal agency flight operations.  The closing of a runway or mismanagement of an airfield can result in rerouting of flights and civilian and military flight and maintenance personnel to continue to support the flying mission.  As described, employee decisions impact the safe and successful flight operations for the base, other Air Force, DOD, federal, nonfederal, and international flight operations.  The position meets and does not exceed FL 5-4.  

The position also serves as the second-level supervisor of the Airfield Management function. The supervisory duties are evaluated below: 

Application of the General Schedule Supervisory Guide results in the following Factor Levels and Points

Factor Levels and Points:  1-2/350; 2-1/100; 3-2c/450; 4A-2/50; 4B-2/75; 5-5/650; 6-3/975

GS-11 Point Range:  2355-2750

Total Points:  2650

Grade:  GS-11

NOTE(S) TO USERS: 

1.  Minor changes, including skill code shreds, may be made to fit local requirements as long as the modifications do not impact the classification or staffing pattern of this SCPD.

2. If the position requires higher than a secret clearance then the SCPD should be updated accordingly.

____________________________________________________________________________________________
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