AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)


ORGANIZATION:		SCPD NUMBER:	9G321


SUPV LEVEL CODE:	1	COMP LEVEL CODE:	Z36A


TARGET GRADE:	09	FLSA:	Exempt


JOB SHARE:		CAREER PROG ID:	


SENSITIVITY:		BUS:	


EMERGENCY ESS:		DRUG TEST:	


KEY POSITION:		POSITION HIST:	See Notes to Users


____________________________________________________________________________________________


CLASSIFICATION:  Supervisory Marketing Specialist, GS-1101-09


DUTY TITLE:  


____________________________________________________________________________________________


ORG & FUNC CODE:		SPY		Special Services


1ST SKILL CODE:	100%	CMCUPE		Business/Industry Spclst/Marketing	


2ND SKILL CODE:			


3RD SKILL CODE:			


____________________________________________________________________________________________


DEVELOPED AND CLASSIFIED BY THE AIR FORCE SCPD LIBRARY, 06/19/98





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 Core Personnel Document 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:


�


*Signature acknowledges receipt.  It does not indicate agreement/disagreement.





�
PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:  





The primary purpose of this position is:  To manage the marketing and promotion programs for the Services Squadron’s business and recreational activities to include the development and implementation of marketing strategies and supervise marketing personnel.  





The organizational location of this position is:  





____________________________________________________________________________________________





ORGANIZATIONAL GOALS OR OBJECTIVES:  





The organizational goals or objectives of this position are:  To recognize the needs and expectations of current and potential customers, tailor marketing programs to meet these needs, and communicate the right message to the right market.


____________________________________________________________________________________________





DUTY 1:								%	Critical		





Develops surveys and performs marketing analysis to identify needs and wants of a varied audience.  Develops follow-on surveys for targeted markets, and surveys customer satisfaction at least once a year.  Carries out research requirements using the marketing Corporate Standards software as a guideline and planning tool.  Uses survey techniques such as open forum interviews, comment cards, and telephone surveys.  Determines the overall value of the results and reports to the appropriate manager with recommendations from analysis.  Analyzes and interprets a variety of information to assist managers on widely differing problems such as forecasting sales, selecting product designs, facility location, transportation, and determines what markets can be targeted and how.





STANDARDS:





A.  Usually applies accurate market data techniques to examine issues or problems.





B.  Typically plans and conducts timely surveys on customer needs that address readily observable program issues.





C.  Most of the time, efficiently performs market research and applies analytical methods and techniques to determine appropriate recommendations to managers which are achievable and within the squadron’s resource capabilities.





KSA:  1, 2, 4, 5


____________________________________________________________________________________________





DUTY 2:								%	Critical		





Develops and recommends marketing and publicity plans, policies, procedures, strategies, and programs using established management principles and pertinent regulations.  Conducts evaluation of programs and services implemented through market research to determine effectiveness, and provides feedback and recommends improvements to managers.  Determines ways to improve or introduce new programs, procedures, and activities


to meet the expressed desires of the market as identified in market studies.  Creates and recommends promotional programs to increase sales in revenue-generating activities.  Determines the promotion mix for each activity, such 


as advertising, personal selling, incentives, and publicity.  Strategies may include customer incentives, changes


in rate structures, facility renovation/addition, addition of new services, changes in operational hours, etc. 





STANDARDS:





A.  Regularly monitors ongoing operations to ensure effective strategies for targeting appropriate functional areas and customer base.





B.  Almost always, closely and effectively coordinates with activity managers to incorporate their goals, objectives, and strategies into the squadron’s marketing plan. 





C.  Routinely provides all managers with effective accurate, reliable, and timely market information so they can anticipate customer needs and respond to changes in consumer demand.





KSA:  1, 2, 4, 5


____________________________________________________________________________________________





DUTY 3:								%	Critical		





Provides advertising media and implements promotional programs for Services activities.  Plans and prepares advertisements for publication in newspapers, billboard displays, etc. to inform customers on programs and services.  Solicits information from Services activity managers in order to publicize recurring activities, programs, special events, and promotions.  Develops promotional themes to perpetuate established promotional goals and objectives based on customer and potential customer demographics.  Refers to Corporate Standards for specific approaches to advertising, promoting, and publicizing Services programs and activities, e.g., periodically evaluating club calendars and monthly bulletins to assess effectiveness in reaching and communicating messages to targeted markets.  Works with activity managers on the design and implementation of product merchandising and services; considers ways to adapt and change programs to meet customer needs; and develops specific publicity campaigns.  Creates brochures and flyers for activities and special events.  May edit articles submitted by individual flights, writes feature articles, and prioritizes articles for publication.





STANDARDS:





A.  In most cases, effectively prepares promotional materials that are interesting, informative, and professional.





B.  Usually provides accurate information concerning local demographic information as well as programs and services evaluations.





C.  Ensures news releases are normally submitted to base/local newspaper(s) in a timely manner.





KSA:  1, 2, 4, 5


____________________________________________________________________________________________





DUTY 4:								%	Critical		





Serves as the commercial sponsorship program focal point for all unsolicited and solicited commercial sponsorship ventures.  Creates awareness and support of the commercial sponsorship program with Services squadron commander/deputy, flight chiefs, and activity managers.  Promotes corporate sponsorship opportunities throughout the local business community.  Monitors and coordinates all phases of sponsored events and programs,


and issues follow-up reports to the appropriate authority.  Tracks the number of sponsorship events, vendor involvement, dollar amounts expended, etc.  Assesses the size of the event to determine if sponsorship is financially viable.  Determines which sponsors will complement the event and each other in the case of multiple sponsors.  Evaluates companies offering controversial products and services for appropriateness and potential adverse public reaction.  Ensures requests are appropriate and are within the directives/guidance of unsolicited and solicited sponsorship programs; proper contracting procedures are utilized; and sponsorship packages are complete, accurate, and comply with Air Force directives. 





STANDARDS:





A.  Most of the time, efficiently processes commercial sponsorship initiatives in accordance with applicable directives.





B.  Generally monitors commercial sponsorship packages effectively for clarity and consistency with legal and regulatory requirements and guidelines to support the overall mission.





C.  Frequently ensures timely information and creative ideas are effectively communicated and implemented within sponsorship agreements.





KSA:  1, 5


____________________________________________________________________________________________





DUTY 5:								%	Critical		





Develops annual budget and resource requirements to meet program objectives.  Submits annual budget to reflect realistic needs and operating costs of the marketing program.  Monitors monthly expenditures with regard


to budgeted goals.  Advises the Services commander on squadron budget submissions for equipment, supplies 


for equipment, and programs that impact the marketing, publicity, and revenue generation of squadron’s activities.  Initiates purchase requests, personal services contracts, and blanket purchase agreements as needed.  Maintains operating records to accurately track and analyze operations to determine effectiveness.  Ensures required accounting documents are submitted.  Maintains accountability for appropriated and nonappropriated fund


property assigned.





STANDARDS:





A. Usually provides timely, reasonable budget requirements and efficiently monitors expenditures to meet budgeted goals and program objectives.





B.  Typically initiates prompt purchase requests, personal services contracts, and blanket purchase agreements as needed to support the squadron and satisfy accounting document requirements.





KSA:  1, 5


____________________________________________________________________________________________





DUTY 6:								%	Critical		





Provides public affairs and public relations services for the Services Squadron with other base agencies.  Provides complete and accurate information on the programs and facilities available to authorized patrons.  Represents the various flight chiefs at commander’s calls, newcomer’s briefings, spouse orientations, etc.  


Briefs and updates personnel about availability of recreation services, and other morale and welfare facilities or programs.  Maintains contacts with outside organizations and individuals within the community for the purpose 


of exchanging information and working on programs of mutual interest.  Interfaces with printed and broadcast media.





STANDARDS:





A.  Routinely provides effective public affairs services as necessary, avoiding scheduling conflicts in programs both on base and in the community. 





B.  Regularly conducts effective briefings using various techniques, presentation media, and styles based on the target audience and the type of briefing being given. 





KSA:  1, 5


____________________________________________________________________________________________





DUTY 7:								25%	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; identifies training needs; and develops 


and implements training plans.  Applies Equal Employment Opportunity (EEO) 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.  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.  Ensures safety equipment and protective clothing/gear are worn when mandated


by regulations.





STANDARDS:





A.  Typically displays appropriate managerial skill and compliance with personnel directives; and accurately appraises performance within established guidelines and time frames.





B.  On a regular basis, promptly prevents/corrects discrimination and/or sexual harassment complaints.  No valid complaints against the employee are acceptable.





C.  Usually 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.





KSA:  3, 5


______________________________________________________________________________________________





RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):





1.  Knowledge of merchandising and marketing policies, procedures, methods, and publicity techniques to


evaluate strengths or weaknesses, and to develop new or alter existing programs to meet desired goals and


promote patronage.





2.  Knowledge of market research methods and techniques to perform research analysis, develop surveys, evaluate, and establish promotional strategies to identify customer needs.





3.  Ability to supervise employees using knowledge of personnel management regulations and procedures required to hire, train, and appraise employees, and skill to teach marketing techniques to employees.





4.  Ability to recognize and define problem areas, apply marketing research techniques, and analyze information


for presentation to management.





5.  Ability to communicate effectively, both orally and in writing using a high degree of tact and diplomacy, to prepare and present surveys, reports, proposals, and press releases.


____________________________________________________________________________________________





CLASSIFICATION CRITERIA:





Factor 1, Knowledge Required By The Position				Level 1-6	950 Points





-- Knowledge of established market research methods and techniques to perform research analysis; develop surveys; evaluate and establish promotional strategies to identify customer needs; to develop and/or improve programs; and perpetuate established promotional goals and objectives.  





-- Knowledge of overall local market competition by analyzing the current environment.





-- Knowledge of public affairs including printed and broadcast media and the ability to operate in these mediums, including knowledge of advertising and promotion practices and techniques, graphic design, printed media, and various printing processes.


.





-- Knowledge of communication principles, methods, and techniques.  





-- Knowledge of personnel policies and programs in order to supervise employees.





-- Skill in analyzing targeted customer needs and desires and determining the most effective marketing techniques


to reach those clients.





-- Skill in computer use and application to perform market research.





-- Skill in applying  to the development of marketing programs to selected audiences in, or affected by, the organization programs.





-- Ability to communicate orally and in writing.





-- Ability to direct, control, and evaluate employees.





Factor 2, Supervisory Controls						Level 2-3	275 Points





The supervisor assigns specific projects in terms of issues, organizations, functions, or work processes to be studied and sets deadlines for completing the work.  Assistance is provided for unusual situations which do not have clear precedents.  The employee plans, coordinates, and carries out the successive steps in fact-finding and analysis


of issues necessary to complete each phase of assigned projects.  Work problems are normally resolved by the employee without reference to the supervisor.  Work is reviewed for conformance with overall requirements as


well as contribution to the objectives of the study.  Completed work products are also reviewed for consistency 


of facts and figures, choice of appropriate analytical methods, and practicality of recommendations.





Factor 3, Guidelines							Level 3-3	275 Points





Guidelines consist of Air Force and/or higher headquarters directives and broad policies establishing general program direction.  Available guidelines are not completely applicable to work requirements, circumstances, problems, or techniques; however, precedent studies are available for reference.  The employee is required


to resolve gaps in specificity.  The employee uses judgment in interpreting and adapting available guidelines 


to develop directives, plans, and procedures for administering and operating a Services marketing program.





Factor 4, Complexity							Level 4-3	150 Points





Work requires using established marketing techniques or precedent studies, and making decisions on which marketing application will project the best stimuli for active participation by targeted audiences.  Decisions regarding what strategies, promotional media, and target audiences are appropriate require developing surveys, 


and conducting research on needs and wants of a varied audience.  Identifies and analyzes Services activities’ 


needs and/or problem areas.  Selects, adapts, and applies the most suitable methods, techniques, and guidelines


for developing a successful Services marketing program.





Factor 5, Scope and Effect						Level 5-3	150 Points





The purpose of the work is to develop appropriate marketing strategies, procedures, and program guidance


relating to Service’s activities, and coordination and promotion of Service’s programs.  The work contributes


to the effective and successful achievement of Service’s goals and objectives.  A majority of the activities 


must be self-sustaining and a successful marketing program contributes significantly toward meeting this goal.





Factor 6, Personal Contacts						Level/Points (see Factor 7)





Contacts are with employees, supervisors, and managers of the same agency, but outside of the immediate office, 


or employees and representatives of private concerns in a moderately structured setting.





Factor 7, Purpose of Contacts						Level 6/7-2/c	145 Points





The purpose is to influence managers or other officials to accept and implement findings and recommendations


on market research.  May encounter resistance due to such issues as organizational conflict, competing objectives, or resource problems.





Factor 8, Physical Demands						Level 8-1	5 Points





The work is primarily sedentary, although some slight physical effort may be required. 





Factor 9, Work Environment						Level 9-1 	5 Points





Work is typically performed in an adequately lighted and climate controlled office.  May require occasional travel.


____________________________________________________________________________________________





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.  May be required to work other than normal duty hours, which may include evenings, weekends, and/or holidays.


____________________________________________________________________________________________





CLASSIFICATION SUMMARY:  





CLASSIFICATION STANDARD(S) USED:  US OPM PCS for General Schedule Supervisory Guide, dated June 1997; OPM Handbook of Occupational Groups and Series, dated January 1997, Series definition for GS-1101; OPM PCS Administrative Analysis Grade Evaluation Guide, dated June 1997; OPM PCS for Industrial Specialist Series, GS-1150, dated June 1997; OPM PCS for Public Affairs Series, GS-1035, dated June 1997; OPM PCS for Property Disposal Series, GS-1104, dated June 1997; OPM PCS for General Schedule Supervisory Guide, dated June 1997; and OPM Introduction to the Position Classification Standards, dated June 1997.





FACTOR LEVELS AND POINTS:  1-6/950, 2-3/275, 3-3/275, 4-3/150, 5-3/150, 6/7-2c/145, 8-1/05, 9-1/05





GS-09 Point Range:  1855-2100


Total Points:  1955


Grade:  09





CLASSIFICATION REMARKS:





1.  Series Determination:  This position provides support to revenue generating activities within the Services Squadron by conducting market research and analysis for programs and services offered.  This is administrative work.  Consideration was given to the GS-1035, GS-1104, and GS-1150 series which closely resemble this type


of work, however, none are fully appropriate for this SCPD.  The GS-1100, Business and Industry Group, however, contains characteristics requiring knowledge of business practices, collection and analysis of information, and establishing and maintaining business contacts.  Duties are therefore properly classified within this group; as there


is no specific marketing series, the position is classified as GS-1101.  





2.  Title Determination:  There are no prescribed titles for positions allocated to the GS-1101 series.  According


to titling procedures, positions classified to the 01 series may have descriptive constructed titles in accordance with OPM Introduction to the Position Classification Standards.  In addition, this position meets the minimum criteria for coverage under the GSSG, therefore, this position is titled Supervisory Marketing Specialist.  





3.  Grade Determination:  Because there is no evaluating criteria for GS-1101 Marketing Specialist, the OPM PCS Administrative Analysis Grade-Evaluation Guide is used by analogy for grade determination.  Enough similarities were found in the Administrative Analysis Grade-Evaluation Guide for use in determining the grade of this position.  The standard provides grading criteria under the Factor Evaluation System (FES).





The supervisory duties were evaluated against the General Schedule Supervisory Guide (GSSG) as follows:





FACTOR LEVELS AND POINTS:  1-2/350, 2-1/100, 3-2/450, 4A-2/50, 4B-2/75, 5-3*/340, 6-1/310


* Based on highest level of base work of GS-05 or GS-06.


Total Points:  1675


GS-08 Point Range:  1605-1850


Grade:  GS-08





The total value of the marketing specialist position is determined more by the nature and scope of the marketing operations responsibility than by the specific nature and extent of supervisory duties inherent in the assignment.  This position primarily supervises nonappropriated fund visual information clerks equating from GS-04 to GS-06.  However, in some positions, the supervisory responsibilities may be of greater weight in the evaluation of the position than the marketing responsibilities.  Therefore, the supervisory duties and responsibilities should be evaluated by reference to the General Schedule Supervisory Guide and classified accordingly. 





Refer to SCPD 9G316 for those situations where the Marketing Specialist is not spending at least 25% of their time performing supervisory duties.





4.  Final Classification:  Supervisory Marketing Specialist, GS-1101-09.





NOTES TO USERS:





1.  Positions which warrant a different supervisory designation affecting the classification or staffing/recruitment patterns should use a unique local core personnel document.





2.  Minor changes may be made to fit local requirements as long as the changes do not affect the classification or staffing patterns of this SCPD.  





3.  Headquarters Air Force functional offices are active participants in development of SCPDs and unless there are significant differences in duties and responsibilities, support implementation of SCPDs to all like positions in the Air Force.  SCPDs may be applied once mutually agreed upon by the supervisor and servicing classification specialist.





4.  SCPD was updated 06/14/04.  The following updates were made:


Non-critical duties were changed to critical duties.


*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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