STANDARD CORE PERSONNEL DOCUMENT                                                                              Number: 9G520


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G520

SUPV LEVEL CODE:
4
COMP LEVEL CODE:  
FF3A

TARGET GRADE:
13
FLSA:
Exempt

JOB SHARE:

CAREER PROG ID:
D

SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:  See Note(s) To Users


__________________________________________________________________________________________________
CLASSIFICATION:  Realty Officer, GS-1170-13 

DUTY TITLE:  
Command Realty Officer

__________________________________________________________________________________________________
ORG & FUNC CODE:

1ST SKILL CODE:
100%
DRLCRM
Realty Specialist/Officer/Command Realty Manager

2ND SKILL CODE:
%

3RD SKILL CODE:
%

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 9/21/01

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 the Command Realty Officer, responsible for establishing command guidelines and advising the Civil Engineer Director on real estate matters.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:  

The organizational goals or objectives of this position are:
__________________________________________________________________________________________________

DUTY 1:








%
Critical

Develops and implements Command-wide policies, programs, and procedures for the MAJCOM.  Develops and issues policies, instructions, manuals, and other guidelines for the effective and consistent accomplishment of real estate activities for assignment elements throughout the command.  Consults with subordinate installations and other internal and external organizations as appropriate.  Develops guidance for MAJCOM unique real estate circumstances and formulates the MAJCOM position on regulatory and reform initiatives in real estate management.  Serves as the focal point within the command for all real estate acquisitions, including third party financing initiatives, inventory management accountability reporting, real estate support services, disposition, and evaluation of real estate legal instruments.  Exercises considerable judgment and ingenuity in interpreting, adapting, and improving available Air Force policies and regulations, and in developing new, unique, or improved management criteria and principles where existing guidelines are lacking or nonexistent.  Provides staff level expertise to all  MAJCOM wide real estate program.  Is the command’s authority on all real estate actions.  Represents the MAJCOM real estate program with a wide variety of internal and external officials.  Presents and explains the MAJCOM positions and obtains support and cooperation in achieving MAJCOM goals and objectives.

STANDARDS:
A.  Typically issues policies, procedures, and guidance which promote correct and consistent application of laws, rules, and regulations across the command.

B.  Normally develops and implements policies and programs that are responsive to command goals and principles.

C.  Typically interacts with internal and external officials in a diplomatic, convincing, and professional manner that promotes effective implementation of policy objectives.

KSA:  1, 2, 4, 5

__________________________________________________________________________________________________
DUTY 2:








%
Critical

Serves as the command’s authority on all real estate actions and issues.  Applies new theories and standards to problems not susceptible to treatment by accepted realty practices and procedures.  Uses knowledge and skills to analyze and resolve conflicts in policy and program objectives and/or problems in very complex or controversial transactions involving complex negotiations.  Acts for and behalf of the Command for land and facility acquisitions by fee, leasehold interest, permit, or easements of all types of real estate to satisfy new or expanding Command missions within the CONUS and in foreign nations, including expanding clear zones, ammunition storage facilities, off-base communications facilities, GSA leased space, family housing by direct lease or build/lease, practice ranges, and similar type facilities.  Approves all preliminary planning and final acquisition action requests.  Monitors activities to insure time phasing is geared to meet programming requirements.  Develops, manages, and executes building disposal programs including identification of building space committed for disposal by Congressional action.  Reviews Declarations of Excess for disposal of real estate to determine propriety of proposed action.  Determines feasibility of recommended actions by evaluating the political, social, and economic impact in the 

surrounding community.  Studies and determines alternative methods to controversial disposal actions where public or Congressional censure is expected.  Under base closure actions, is responsible for continued real estate posturing to ensure Air Force assets are made available as soon as possible; real estate holdings are accurately documented; real property installed equipment is inventoried, evaluated, and screened for removal and reuse; and assists the Base Closure Office in implementing the base closure plan.  Responsible for accountability, custody, and maintenance of excess real estate and related personal property until final disposition is made.  Directs subordinates who provide advice/assistance to installations involving unusually complex or precedent setting real estate issues, and monitoring the development of solutions to problems.  Responsible for directing the development of real estate management training for the command real estate program.  Conducts and directs the conduct of staff visits to installations to review administrative management and operation of installation real estate activities.
STANDARDS:

A.  Normally handles the performance of complex and controversial acquisition and/or disposal actions with minimal problems and/or legal challenges.

B.  Typically ensures that advice provided to installations is accurate and in consonance with command program objectives.

C.  Normally ensures that real estate management training achieves the objective of technically accurate subject matter delivered by effective instructors.

KSA:  1, 2, 4, 5

__________________________________________________________________________________________________
DUTY 3:








25%
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 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, 4, 5

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of Federal, State, DOD, and Air Force laws, regulations, principles, policies, and practices of real estate programs.

2.  Skill in analyzing and interpreting a wide variety of issues and formulating policy or procedural solutions to problems.

3.  Skill in directing or conducting regular or periodic reviews of subordinate installation real estate programs and evaluating results to assess accomplishment of Command, SAF/IEIR, and HQ USAF program requirements.

4.  Ability to plan, organize, and direct the functions and staff of a small organization. 
5.  Ability to communicate orally and in writing.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required by the Position



Level 1-8
1550 Points
-- Mastery of real estate principles, policies, and methodologies to direct the command’s realty program.  This includes programming, budgeting, funding, formulating, evaluating, negotiating, and executing all real estate operations, i.e., acquisition, disposal, inventory management, reporting, etc.

-- Knowledge of agency and higher-level policies and procedures and applicable Federal statutes pertaining to real estate issues to analyze and resolve conflicts in policy and program objectives and/or problems in very complex or controversial transactions involving complex negotiations.

-- Knowledge of pertinent state and local laws affecting real estate transactions to develop real estate management principles, guidance, and procedures for implementation by subordinate installations.

-- Knowledge of environmental laws and regulations to determine alternate uses of property in light of current laws.

Factor 2, Supervisory Controls





Level 2-4
 450 Points

The Programs Division Chief sets the overall objectives and resources available.  The employee and supervisor in consultation, develop the deadlines and projects for which the employee will be responsible.  Employee plans, designs, and carries out assignments; resolves conflicts that arise; coordinates the work with others; and interprets policy on own initiative in terms of major objectives.  The employee keeps the supervisor informed of progress and potentially controversial matters, such as strong community opposition to a project, strong Congressional or tribal interest in a project, need for extremely expensive or difficult hazardous waste clean-up, need for extensive rehabilitation of property prior to disposal that may significantly impact the sale price of property or potential condemnation of property.  Supervisors are briefed on highly controversial and unprecedented leases and contracts.  Incumbent is responsible for independently accomplishing objectives.  Completed work is normally reviewed in terms of accomplishing goals and objectives.

Factor 3, Guidelines






Level 3-4
 450 Points

Guidelines include agency policies and precedents, accepted real estate principles and practices, and laws that provide a general outline of the concepts, legal requirements, and goals of the real estate programs.  They are of limited use; inadequately cover complex, controversial, or unusual problems, transactions, or negotiations; or may conflict with each other, or if new, with existing guidance.  The employee must use initiative and experienced judgment in the interpretation of higher headquarters guidelines and develop MAJCOM policy to ensure an effective and efficient real estate program.  

Factor 4, Complexity






Level 4-5

 325 Points

The employee considers a wide range of existing and new policies, procedures, laws, and regulations in relation to the command’s realty program goals and objectives.  Studies existing and new policies, principles, concepts, and regulations to develop and implement guidance for the command that meet policy requirements and agency objectives.  Employee performs substantial depth of data analysis.  The properties at installations throughout the command have a broad range of unusual and/or controversial characteristics involving a lack of guidelines, precedents, policies, or relevant data; involve extensive coordination and negotiation with many property owners and between Federal agencies, state, and local governments, private property owners and /or corporations.  The work often requires innovative acquisition plans and procedures.  

Factor 5, Scope and Effect





Level 5-4
 
 225 Points

The purpose of the work is to serve as the MAJCOM Realty Officer, and includes planning and completing complex real estate transactions and property management activities.  Uses a wide range of real estate techniques and methods to provide technical staff direction to the acquisition, management, or disposal of properties with diverse or unusual characteristics.  Investigates and analyzes a wide variety of problems and questions to arrive at solutions; provide guidance on specific real estate principles, regulations, practices, methods, and techniques; and/or recommend new or modified policies.  Results of the work affects the entire real property program for the command, and ultimately the program for the Air Force.

Factor 6/7 Personal Contacts and Purpose of Contacts

Level 6/7-3/c

180 Points

Contacts include SAF/IEIR, AF, and Major Command staffs, other service agencies, GSA and Corps of Engineer staff, Wing and Support Group Commanders, installation real estate staff, other Command staff, community groups or officials including congressional staff, State and Municipal officials, real estate agents, appraisers, industry representatives, property owners, security police, and contractor personnel.

The purpose of contacts is to coordinate work, advise on efforts and resolve operating problems by educating, influencing, and motivating individuals and groups who may be skeptical or uncooperative.  This requires skill to establish rapport, and use persuasive or negotiating skills to obtain the desired effect.

Factor 8, Physical Demands





Level 8-1

   5 Points

The work is primarily sedentary.  There may be some walking, standing, bending, carrying of light objects, or driving an automobile.  No special physical demands are required.

Factor 9, Work Environment





Level 9-1

   5 Points

The work involves normal risks or discomforts associated with an office environment.  There may be occasional exposure to dusty or dirty conditions and/or inclement weather when making on-site inspections of property, particularly undeveloped property or property under construction.  

__________________________________________________________________________________________________

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.

__________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM PCS for Realty Series, GS-1170;  US OPM PCS for General Schedule Supervisory Guide, and DOD Supplementary Guide to the GSSG; and (HRCD-7, July 1999). 

GS-13 Point Range:  3155-3600

Total Points:  3190

Grade:  GS-13

CLASSIFICATION REMARKS:  
1.  The classification of the SCPD is supported based upon the technical duties of the position.  The position is responsible for directing the MAJCOM realty program and is therefore titled Realty Officer regardless of the supervisory responsibility.  If the position performs supervisory duties/responsibilities that encompass at least 25 percent of the incumbent’s time, the General Schedule Supervisory Guide has been applied and the supervisory duties equate to a GS-13 level:


Factor 1 Program Scope and Effect

Level 1-3
 550 Points


Factor 2, Organizational Setting

Level 2-2
 250 Points


Factor 3, Supervisory and Managerial


Authority Exercised


Level 3-2c
 450 Points


Factor 4, Personal Contacts



Nature of Contacts

Level 4A-2
   50 Points



Purpose of Contacts

Level 4B-3
 100 Points


Factor 5, Difficulty of Typical Work


Directed




Level 5-7
 930 Points


Factor 6, Other Conditions


Level 6-5
1225 Points







Total Points
3580







GS-13 Range:
3155-3600







Grade:

GS-13

2.  The supervisory level code 4 has been assigned to the SCPD.  If the position performs supervisory duties/responsibilities that encompass at least 25 percent of the incumbent’s time then the supervisory level code should be changed to 1.  The title of the position will be Realty Officer regardless of supervisory level code.   

NOTE(S) TO USERS: 
1.  Minor changes, including skill code shreds, using the same SCPD number, may be made to fit local situations as long as the classification or staffing patterns of the SCPD are not changed.
2.  SCPD was updated 04/11/03.  The following updates were made:

*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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