STANDARD CORE PERSONNEL DOCUMENT                                                                                 Number:  9G672

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G672

SUPV LEVEL CODE:
2
COMP LEVEL CODE:
99FA

TARGET GRADE:

FLSA:
Exempt

JOB SHARE:
No
CAREER PROG ID:
N


SENSITIVITY:
Non-Critical Sensitive
BUS:
8888

EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Traffic Manager, GS-2130-11

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:
TAY
Transportation 

1ST SKILL CODE:
100%
3TM    
Traffic Manager

2ND SKILL CODE:
 

3RD SKILL CODE:
 

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY HQ AFPC/DPCMC 10/24/02 

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:

[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 Traffic Manager, responsible for planning, directing, and developing a traffic management program for the transportation and movement of passengers and personal property.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:
The organizational goals or objectives of this position are:  As stated in the current organization and functions manual and AFI 24-1.
__________________________________________________________________________________________________

DUTY 1:









%
Critical


Plans, organizes, and directs the activities of the Traffic Management Flight.  Develops and implements traffic management plans, programs, policies, procedures, transportation management systems and techniques incident to the worldwide movement of personnel and personal property by commercial air, AMC airlift, and land/sea commercial surface transportation.  Analyzes the overall aspects of the transportation activities and evaluates the effectiveness of Traffic Management programs in terms of quality of services rendered, customer satisfaction, cost, problems encountered, shipping backlogs, lost and damaged shipments, accidents, complaints, carrier rates and routes, and correct classification.  Directs and promotes the use of automated products, such as Transportation Operational Personnel Property System (TOPS) and Global Air Transportation Execution System (GATES), in all areas of traffic management.  Reviews, analyses, and directs service changes in response to customer feedback.  Maintains an effective and aggressive quality control program which provides for consistent high quality service.  Directs the warning, suspension and/or termination of commercial carriers’ participation in the DoD traffic program when violations are discovered.  Directs the development of procedures and programs to monitor carrier performance when available methods and practices are deficient. Establishes internal functional procedures, methods and techniques to efficiently and economically manage  shipment and handling of household goods and movement of passengers to worldwide locations.  Researches and interprets personal property and passenger entitlement issues.  Responsible for determining the geographical requirements for a Direct Procurement Method (DPM) Packing and Containerization contract.  Participates in contract pre-award and pre-performance surveys and conferences.  Coordinates with and participates in planning meetings with the installation housing manager or contract housing manager for dormitory and housing assignments requiring DPM contractor for local movement of personal property.    

STANDARDS:
A.  Typically accurately interprets federal regulations, policy and guidance related to the movement of personnel and personal property.  

B.  Normally provides sound advice and technical expertise on issues associated with movement of personnel and personal property. 

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

KSA: 1, 4, 5, 6 

____________________________________________________________________________________________

DUTY 2:









%
Critical


Establishes and maintains a Contract Travel Office (CTO) to provide reservations and ticketing services for commercial air, water, bus and rail carriers.  Serves as the senior technical evaluator for contract proposals.  Determines the need for consolidation of travel functions, or the establishment of geographically separated travel offices if deemed necessary by the incumbent based on changing manpower levels, customer needs, trend analysis and cost effective management. Researches and determines, or recommends, appropriate actions or interpretation of issues that impact the organization and installation.  Meets with key customers and coordinating officials to assess customer satisfaction, explain organization policy and procedures, and resolve significant problems that arise.  Meets with representatives of commercial air transportation companies to include airline companies and commercial travel agents and relates requirements, concerns and compliance with performance standards.  Evaluates companies’ performance and makes decisions and recommendations on which companies will be used based on their satisfactory performance and cost compatibility.  Participates in contract negotiations and develops and submits contract requirements and performance work statements for the Commercial Travel Contract.  Analyzes and evaluates base transportation requirements and commercial availability in local area to meet requirements.

STANDARDS:

A.  With rare exception, management of the CTO results in efficient and effective movement of personnel and   personal property.  

B.  Almost always, prepares accurate and complete procurement specifications and documentation.

C.  With few exceptions, acts as an effective technical representative on all contracting matters.
KSA:  1, 2, 4, 5, 6 

____________________________________________________________________________________________
DUTY 3:









%
Critical


Represents squadron’s personnel & personal property movement function to a variety of installation and area organizations.  Provides direction, technical assistance, advice and decisions on matters related to the movement of personnel and personal property for organizations assigned to the base.  Oversees comprehensive movement counseling programs for all DoD civilian and military members and their dependents to assure knowledge of entitlements and responsibilities. Develops or directs the development and/or revision of counseling policies, procedures and materials to meet DoD entitlements prescribed by Public Law, policies and DoD directives.  Advises using activities of availability, limitations and requirements of various methods of transportation.   As required, determines the most feasible and economical mode of transportation to be used in meeting specific services needs with mission requirements.  Assesses transportation and environmental implications of operational programs and makes appropriate recommendations to responsible activities.  Meets with key customers and coordinating officials to assess customer satisfaction, explain organization policy and procedures, and resolve significant problems that arise. Confers with personal property and passenger representatives relative to transportation matters and problems, explaining government requirements and directives.  Represents the installation and higher authority in dealing with commercial and/or government agencies and activities.

STANDARDS:

A. Normally interactions with internal and external officials are diplomatic, convincing, professional, and promote effective working relationships, and protect the interests of the Government.  

B. Typically maintains a close working relationship with the civilian and military personnel offices to ensure transportation services are responsive to base personnel.

C. With rare exception, recommendations are thoroughly researched and analyzed to ensure all issues are properly addressed.

KSA:  1, 5, 6 

__________________________________________________________________________________________________
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, 3, 4, 5, 6  

____________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1. Knowledge of a wide range of traffic management polices, principles, practices and techniques including knowledge of transportation and passenger movement, personal property entitlements, travel entitlements, carrier industry practices, and operations and shipping requirements within the transportation function.

2. Knowledge of contract methodology for the procurement of specific transportation services. 

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

4. Ability to plan, organize, and direct the functions of traffic management and mentor, motivate, and apprise the staff of an organization through subordinate supervisors.

5. Ability to identify, analyze, and translate complex information, make appropriate judgments, and evaluate options concerning movement of passengers and personal property.

6. Ability to communicate both orally and in writing.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required by the Position 




FL 1-7    1250 Points 

--In-depth knowledge of traffic management policies, principles, and practices, in order to plan and direct installation traffic management operations involving passengers and personal property.

--Knowledge of transportation concepts, principles, and methodology to provide program management and technical assistance on a wide range of complex issues and problems associated with movement of passengers and personal property.  

--Ability to evaluate traffic program operations, to analyze operating conditions and to recommend improvements to determine efficiency and effectiveness of the operation.

--Basic knowledge of a wide range of contract principles, policies, and methods to accomplish contracting actions such as pre-procurement planning and determining contractor qualifications.

--Skill in applying transportation knowledge to identify, plan, and resolve transportation issues or problems.  

--Skill in oral and written communication.

Factor 2, Supervisory Controls 






FL 2-4
450 Points 
The supervisor provides general supervision and establishes the overall objectives and resources available.  The employee has been delegated as the authority to act independently as necessary to supervise, monitor, and control the traffic management functions and resolve conflicts and interpret policies and requirements in terms of established objectives.  The employee informs the supervisor of progress on meeting objectives and of potential controversial situations.  Results are reviewed for effectiveness in supporting the mission and programs of the operation.  

Factor 3, Guidelines 







FL 3-3   
275 Points  

Guidelines include Joint Travel Regulations; multi-service regulations; Air Force regulations; federal, state, and local agency regulations; Military Traffic Management Command regulations; Comptroller General decisions; transportation, traffic and other commercial publications; DoD and Air Force acquisition regulations; and higher headquarters policies, procedures and program guidance.  Experience and knowledge must be used to recommend, adapt, or apply procedures when established guidelines or instructions are not clearly evident or appropriate.  The employee resolves conflicts in the guidelines according to project or assignment requirements and ensures consistency with transportation program policies and objectives.  The employee uses knowledge of traffic management practices to develop guidelines for the flight.

Factor 4, Complexity 
Level 4-3   150 Points

Assignments consist of a variety of traffic management issues and projects involving functions, processes, and methods that apply to the planning, operation, and management of the flight.  The employee plans and directs the traffic management program for the movement of personnel and property for the installation.  This includes the responsibility for advising officials on all aspects of the transportation operation and requirements.  The work requires analysis of complicated issues or interpretation of established guidelines to modify normal practices as necessary.  Incumbent also is responsible for negotiating transportation fares, rates, and services, such as developing solicitations, evaluating bidders’ proposals, arranging for pre-award surveys, and recommending award.  

Factor 5, Scope and Effect






Level 5-3   150 Points

The purpose of the position is to manage the Traffic Management functions at an Air Force Base.  The incumbent serves as the expert and point of authority on personal property and passenger travel issues.  Develops appropriate plans and procedures that insure the safe, timely and cost effective transportation of personal property and personnel to worldwide destinations.  Provides guidance to user activities and resolves complex personal property and passenger travel problems.  Advises the installation on personnel and passenger travel requirements and operations and develops plans and procedures for the economical and efficient movement of passengers and personal property.

Factor 6 & 7, Personal Contacts and Purpose of Contacts 



Level  3b   110 Points 

Contacts are with installation management officials, agency officials, and employees and representatives of other Federal agencies, and private companies directly involved in transportation or related functions.  Authority of individuals contacted vary due to the diversity of situations encountered which require the incumbent to ensure that the persons contacted understand their respective role.

Purpose of contacts is to provide transportation decisions, assistance, guidance, and advice to officials and other individuals relative to traffic management programs.  Contacts typically involve influencing or motivating individuals who are working toward mutual goals.  

Factor 8, Physical Demands 





Level 8-1
5 Points

The work is primarily sedentary, although some standing, bending, or carrying of light items.  No special physical demands are required.

Factor 9, Work Environment 





Level 9-1
5 Points

The work is performed in an office or similar setting, involves minimal risk or discomfort, and requires normal safety precautions.  The work area is adequately lighted, heated, and well ventilated.

____________________________________________________________________________________________

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 USED:  US OPM Position Classification Standard for Traffic Management Series, GS-2130, TS-106, Jul 91. 

Factor Levels and Points Assigned:  1-7/1250; 2-4/450; 3-3/275; 4-3/150; 5-3/150; 6-7-3b/110; 8-1/5; 9-1/5

GS-11 Point Range: 2355-2750 

Total Points: 2395

Grade:  GS-11

The grade of this SCPD is supported based on the technical duties and responsibilities.  The supervisory duties do not exceed the GS-11 level.  If the supervisory duties support a higher-grade level then the SCPD should not be used.  

CLASSIFICATION REMARKS: This SCPD has been coordinated with AF/DPPH.

NOTES TO USERS:  Minor changes, including skill code shreds, may be made to fit local requirements as long as the changes do not affect the staffing or classification patterns of the SCPD.
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