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AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:    
9G004

SUPV LEV CODE:

COMP LEV CODE:
532A

TARGET GRADE:  11

FLSA:  

JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:
See Note(s) to Users

__________________________________________________________________________________________________

CLASSIFICATION:  Readiness Program Specialist, GS-0301-11

DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
70%
AKT3DX
Specialist/Analyst Disaster Preparedness

2ND SKILL CODE:
20%
AKTCMW
Contingency/Mobility/War Planning

3RD SKILL CODE:
10%
ARLPLN
Program Analysis/Planning

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 9/18/96 

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 Standard 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 installation’s disaster preparedness (DP), air base operability (ABO), chemical warfare defense (CWD), Civil Engineering Prime Base Engineer Emergency Force (BEEF), and hazardous material (HAZMAT) emergency response programs.

The organizational location of this position is:  

__________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES: To ensure and maintain a disaster response posture that will enable effective response to disasters and allow for mission capability.

__________________________________________________________________________________________

DUTY 1:








%
Critical



Manages the DP readiness programs.  Develops, coordinates, obtains approval, and promulgates operational plans and procedures for implementation of installation policies and instructions relating to DP, ABO, CWD, Prime BEEF and HAZMAT programs.  Establishes installation objectives, effectively correlating the requirements on interdependent functional areas and provides comprehensive and timely guidance for all units.  Monitors changes in capability requirements, identifying scope and impacts of changes to established relationships and previous commitment levels.  Promptly updates plans and fully coordinates changes in wartime requirements.  Conducts quality staff visits to units to ensure a disaster response posture is maintained that will enable effective response to disasters and ensure mission accomplishment.  Integrates annexes and submissions from units into a comprehensive, clearly stated plan for projected mission, reconciling, compiling and correlating differences in approaches and identifying capability shortfalls and limitations to major command (MAJCOM).

STANDARDS:

A.
With rare exception, thoroughly assesses installation responsibilities to effectively originate or correlate local policies and procedures.

B.
Almost always, accurately establishes, identifies, defines, and quantifies requirements for execution and implementation of the readiness program.  Provides timely guidance to units.  

C.
In most cases, determines appropriate action to resolve shortfalls/limitations, and prepares a convincing rationale for the recommended course of action in a timely manner.

KSA:  1, 2, 5, 6

__________________________________________________________________________________________

DUTY 2:








%
Critical



Serves as technical advisor to the installation commander and provides sound technical advise on emergency response concepts and procedures for situations involving enemy attacks, natural disasters, accident response, and other emergencies or contingencies.  Serves as the commander's liaison with other agencies, Department of Defense (DoD), and civil authorities following a natural disaster.  Provides guidance and defines requirements for Prime BEEF combat support during contingency operations and conventional regional war in accordance with the War Mobilization Plan.

STANDARDS:

A.
With rare exception, ensures concepts and procedures are in accordance with installation and MAJCOM plans.  

B.
In most cases, effectively coordinates and eliminates conflicts between DOD and local civil agencies during emergency relief operations.

KSA:  1, 5, 6 
__________________________________________________________________________________________

DUTY 3:








%
Critical



Serves as the Survival Recovery Center advisor and directs the activities of the Nuclear, Biological and Chemical (NBC) Control Center.  Develops and provides NBC program guidance to units including training in survival under disaster conditions.  Develops criteria for exercise contingency response, program review and quality assurance; monitors Unit’s NBC program operations and requirements.  Establishes plans, organization, systems and controls to provide for proper operations of shelter facilities in the event of an emergency involving radiological fallout or chemical agents.

STANDARDS:

A.
Typically monitors the NBC Center in an effective manner to ensure that it is well-equipped for continuous operation when activated. 

B.
With few exceptions, works through functional liaison members in an effective manner to coordinate operations and quickly resolve issues within or across functional areas.

KSA:  1, 3, 5, 6

__________________________________________________________________________________________

DUTY 4:








%
Critical



Manages and oversees the disaster preparedness training programs.  Develops and implements training required for first responder awareness, first responder operations, technician level training, and/or specialized disaster preparedness, Prime BEEF, and CWD training.  Conducts training for local civilian agencies, senior commanders, and specialized emergency response teams that meets the objectives lesson plans and is in accordance with established requirements.  Establishes CWD task qualification training requirements for disaster preparedness personnel that meet the established objectives.  

STANDARDS:

A.
Develops instructional guides and lesson plans that effectively meet the objectives of the subject matter and enhance performance. 

B.
Develops written examinations and practical demonstrations to measure and accurately assess the knowledge and skill of specialized team and disaster response force members.

C.
Ensures timely follow-on training is given when deficiencies are noted.

KSA: 1, 3, 4, 5, 6

__________________________________________________________________________________________

DUTY 5:








%
Critical



Responsible for acquisition, maintenance, storage, and shipment of equipment and systems required to support emergency response operations, Prime BEEF deployments, and personnel shelter activities.  Serves as alternate Unit Deployment Officer. 

STANDARDS:

A.
Accurately determines need and develops timely, fully justified submissions to procure and maintain equipment required to support emergency response operations. 

B.
Effectively maintains a program for replacement/improvement, storage and shipment of equipment and supplies to ensure operational readiness. 

KSA:  1, 3, 5, 6

__________________________________________________________________________________________

DUTY 6:








%
Critical



Participates in discussions, meetings or serves on panels or committees.  Presents briefings and written correspondence.  Presents clear, concise and well structured oral presentations that address the designated issues.  Considers the composition of the audience, knowledge level and desired outcome when composing the material.  Identifies problems, both in broad and detailed terms, and attempts to resolve conflicts in a timely manner through persuasive discussions with responsible members in a meeting or working group.

STANDARDS: 

A.
Ensures that the correct format is used to effectively convey meaning and to meet general or specified standards of acceptability.

B.
Effectively presents and resolves issues, program considerations, and technical interests with civic authorities, agency specialists, and managers and/or other military departments or support agencies. 

C.
Communicates effectively through written correspondence which correctly reflects current policy and procedures and is prepared in proper format and is grammatically correct. 

KSA:  6

__________________________________________________________________________________________

DUTY 7:








%
Critical



Complies with health, safety, and environmental rules and procedures and performs work in a manner that enhances the safety of the work environment.  

STANDARDS: 

A.
No violation resulting in an accident that did or could have caused serious injury, loss of life, or major damage to government property will be allowed.

B.
Maintains awareness of work environment safety procedures and promptly reports unsafe practices and/or procedures, accidents, injuries, and/or violations to the supervisor.

C.
Uses personal protective equipment as appropriate and complies with occupational safety and health directives (OSHA).

KSA:  1, 2, 3, 4, 5, 6

__________________________________________________________________________________________ 

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): 

1.
Knowledge of health, safety, and environmental requirements as outlined in applicable safety standards, regulations, and/or technical orders; Federal Response Plan organization, lines of authority, and installation response roles and responsibilities; and natural disaster response procedures, training techniques, and use of special equipment.  

2.
Knowledge of analytical and evaluative methods and procedures and skill in evaluating program operations to develop comprehensive plans and to analyze work processes and continually improve them to meet customer requirements.

3.   Knowledge of the capabilities, limitations, and employment concepts for NBC and conventional defense, detection, protective clothing/equipment, and decontamination; and standard storage methods and hazardous material classifications. 

4.     Knowledge of and ability to develop DP training programs and conduct training and testing.

5.
Skill in planning and executing mobility/Prime BEEF programs; and  planning, organizing, directing, operating and evaluating DP, CWD, HAZMAT, and ABO programs.  

6.   Ability to make instant decisions and select a course of action under high stress conditions associated with emergency situations; and communicate effectively both orally and in writing to prepare and present briefings, coordinate planning efforts and manage program activities.  

__________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required By The Position


Level 1-7
1250 Points

Knowledge of a wide range of DP and emergency response principles, practices, procedures and regulations applicable to the full range of DP responsibilities on a military installation and the relationship of these responsibilities to local civil emergency management programs.  Knowledge of Federal Response Plan organization, lines of authority, and installation response roles and responsibilities.  Knowledge and skill in applying analytical and evaluative methods and techniques to issues or studies concerning the efficiency and effectiveness of program operations.  Knowledge of natural disaster response procedures, training techniques, and the use of special training equipment.  Knowledge of the organization, programs, mission, and functions of the installation and MAJCOM to plan, schedule, and coordinate DP readiness activities.  

Factor 2, Supervisory Controls




Level 2-4
450 Points

The supervisor sets overall objectives and resource levels in support of the DP program.  The employee and supervisor, in consultation, develop the deadlines, projects, and work to be done.  The employee is responsible for planning and carrying out the assignment; resolving most of the conflicts which arise; coordinating the work with other program managers as needed in resolving issues imposed by readiness; and, interpreting policy on own initiative in terms of established objectives.  The employee keeps the supervisor informed of progress, potentially controversial matters, or far-reaching implications.  Completed work is reviewed only from an overall standpoint in terms of feasibility, compatibility with other work, or effectiveness in meeting requirements or expected results.  

Factor 3, Guidelines





Level 3-3
275 Points 

Guidelines include instructions and regulations from higher headquarters, safety, occupational health, DP standards, etc.  Guidelines are not completely applicable to the work or have gaps in specificity.  The employee uses judgment in modifying and adapting guidelines to local situations.  Judgment is also required in assessing different hazardous conditions and applying established control procedures.  The employee analyzes results and recommends changes.  

Factor 4, Complexity





Level 4-4
225 Points 

The work includes varied duties requiring constant planning, coordinating, training, evaluating, and resolving DP issues.  The work has significant impact on the wartime readiness, survivability, and peacetime emergency capabilities of the installation.  Decisions regarding what needs to be done include the assessment and resolution of anticipated and unanticipated DP problems requiring adapting standard methods or procedures to specific circumstances.  

Factor 5, Scope and Effect




Level 5-3
150 Points

The work involves managing a comprehensive DP program designed to eliminate or minimize hazards and problems growing out of natural and man-made disasters, major accidents, and war readiness exercises.  The work affects the working processes and the occupational environment of the installation during exercises or in the event of an actual disaster.  

Factor 6/7, Personal Contacts/Purpose of Contacts


Level 6-2/7b 
75 Points

Personal contacts are with military and civilian managers, medical, safety, and officials of civilian safety and civil defense councils and organizations in the immediate community, other disaster preparedness managers and employees within the same organization.  People contacted generally are engaged in different functions, missions, and kinds of work.  

The purpose is to discuss and define disaster preparedness program requirements and objectives, to justify changes in exercises and other readiness operations, and to exchange information with city, state, county, and area community DP officials by influencing or motivating individuals or groups who are working toward mutual goals and who have basically cooperative attitudes.  

Factor 8, Physical Demands




Level 8-1
5 Points 

The work requires frequent inspections of installation shops, hangars, storage facilities, offices and barracks, necessitating extended periods of standing; walking over rough, uneven, or rocky surfaces; recurring bending, crouching, stooping, stretching, reaching, or similar activities.  The work may require specific, but common, physical characteristics and abilities such as above-average agility and dexterity.  

Factor 9, Work Environment




Level 9-1
5 Points

The work environment involves moderate risks or discomforts which require special safety precautions, e.g., working around operating machinery, hazardous materials, including chemicals and flammable liquids, fumes, and construction hazards.  May be required to use protective clothing or gear such as masks, gowns, coats, boots, goggles, gloves, or shields.  

__________________________________________________________________________________________

Other significant facts pertaining to this position are:  

1.
Reviews and revises host-tenant and interservice support agreements, and mutual aid agreements. 

2.
May be required to travel by military or commercial aircraft to accomplish temporary duty.  

__________________________________________________________________________________________

CLASSIFICATION SUMMARY:
FACTOR LEVELS AND POINTS:  1-7, 2-4, 3-3, 4-4, 5-3, 6/7-2/b, 8-1, 9-1


TOTAL POINTS:  2435

GRADE CONVERSION:  GS-11 Point Range:  2355-2750 

CLASSIFICATION STANDARD(S) USED:  US OPM PCS for Miscellaneous Administration and Program Series, GS-0301, TS-34 dated January 1979; US OPM Administrative Analysis Grade-Evaluation Guide, TS-98 dated August 1990; US OPM PCS for Safety and Occupational Health Management Series, GS-018, TS-55 dated August 1981, OPM Classification Appeal Decision, 14 Mar 95, Case Number 94NAG117.

CLASSIFICATION REMARKS:  

1.  Series Determination:  The position provides operations readiness support in the disaster preparedness area.  The functional areas provide technical expertise in enhancing the installation’s readiness management operations and responsibilities in air base operability, chemical warfare defense, and civil engineering PRIME BEEF programs.  The position is responsible for planning, organizing, directing, reviewing, and evaluating the installation’s response capabilities involving enemy attacks, natural disasters, accidents, and other emergencies.  Determines training requirements for the units based on actual exercises.  The position serves as the principle technical advisor to the installation Commander on all matters pertaining to readiness activities and on the feasibility of and impact of plans, policies, and decisions.  There is no specific occupational series which covers this type of work, therefore, the position is allocated to the GS-0301 series.

2.  Title Determination:  There are no prescribed titles for positions allocated to the GS-301 series.  Based on current requirements for AFSCs within the disaster preparedness functions and readiness functions and, therefore, the requirements of this position, the most descriptive title is Readiness Program Specialist.  

3.  Grade Determination:  The position was evaluated by application of OPM  PCS Administrative Analysis Grade-Evaluation Guide.  The standard provides grading criteria under the Factor Evaluation System (FES).

NOTES TO USER(S):

1.  The term “manages” refers to program management responsibility; therefore, should not be construed as supervisory responsibility.  This position does not meet the criteria outlined in the General Schedule Supervisory Guide (GSSG).  

2.  Minor changes, including subject matter skill code shreds, may be made to fit local requirements as long as the changes do not affect the classification or staffing patterns of this SCPD.       

3.  SCPD was updated 02/26/03.  The following updates were made:

Updated SCPD developed and classified office symbol to HQ AFPC/DPCMC.

Non-critical duties were changed to critical duties

Number of KSAs was revised from 11 to 6 and KSAs were re-linked to the duties of the position.

*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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