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COMP LEV CODE:
K71D

TARGET GRADE:    11
FLSA:



Exempt
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__________________________________________________________________________________________________

CLASSIFICATION:  Management Analyst, GS-0343-11

DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:  
ARGRMOMSD  Management Analysis/Manpower & Orgn/Management Engineering

2ND SKILL CODE: 
ARGRMOMOC  Management Analysis/Manpower & Orgn/Manpower & Organ Ctrl

3RD SKILL CODE: 
ARGRMOMCA  Management Analysis/Manpower & Orgn/Commercial Activities

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 04/23/97; revised 08/23/00 

CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.

________________________________________________________                         _________________
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                                         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.

_________________________________________________________________         _________________
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                                         DATE

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

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:

The primary purpose of this position is: To conduct comprehensive manpower and organizational analyses of a wide diversity of organizations, functions, and work processes and provide management consultant services to improve mission effectiveness, resource efficiency, and resource savings.

The organizational location of this position is:
_________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:

The organizational goals or objectives of this position are: To provide management advice on effective and economical management of manpower resources; and provide advice and support to serviced organizations by creating an innovative management culture and operating style.

_________________________________________________________________________________________________

DUTY 1:
%
Critical


Studies the structure and/or functions of organizations with interrelated work processes or functions to improve processes, maximize resources utilization, and resolve substantive issues of moderate scope, and proposes new organizational structures, realignment of functions, solutions to space/supplies/equipment issues, and/or staffing levels.  Plans and conducts comprehensive analytical studies of assigned organization(s) or significant segments of several major management functions to develop improvements in organizational structure and/or staffing level efficiency.  Advises or proposes reorganizations and/or realignment of functions and staffing levels.  Applies Air Force Manpower Standards and keeps management informed of workforce authorization issues.  Regularly works with commanders and managers to identify the performance measures needed for an effective management program.  Prepares and presents briefings to managers on study findings and recommendations.

STANDARDS:

A.  Typically, thoroughly plans and conducts comprehensive analytical studies of organization structure and/or functions.

B.  Routinely develops and prepares accurate improvements in organizational structure.

C.  Management advisory services provided are, with rare exception, effective.

KSA:  1, 2, 3, 4, 5

_________________________________________________________________________________________________

DUTY 2:
%
Critical


Prepares detailed plans and performs work measurement, methods and procedures, manpower requirements utilization, benchmarking, and/or time engineered studies for substantive work processes and functions that are interrelated to improve production efficiency.  Independently performs or participates as a key analyst in studies of broad scope in one or more of the following types of studies:  work measurement, methods and procedures, engineered time standards, operational auditing, time and motion studies, historical review, supplier capability, product and service quality, or benchmarking.  Reviews, prepares, and presents briefings on manpower requirements packages, manpower estimate reports, and support agreements.  Routinely advises management on resource ceiling issues.  Participates in Site Activation Task Force, civilian resource utilization, and Civilian Position Management and Civilian Employment Cost Management committees.  Analyzes and evaluates requirements for Individual Mobilization Augmentee.  Executes Manpower Data System (MDS) and wartime data systems activities.  Identifies need for, or receives and evaluates, Authorization Change Request and Organizational Change Request for submission to higher headquarters.  

STANDARDS:

A.  Routinely, prepares accurate and thorough plans for studies to improve production efficiency.

B.  Most analyses of studies are accurate, thorough, and produced within established timeframes. 

C.  Regularly maintains accurate MDS data within established timeframes.

KSA: 1, 2, 3, 4, 5

_________________________________________________________________________________________________

DUTY 3:
%
Critical


Conducts competitive sourcing studies to include development of performance work statements, most efficient and effective management study, and costs of all aspects of the work center under study, and provides advisory services on substantive issues of moderate scope and impact to assess the effectiveness of program operations.  May act as chairperson of Installation Steering Committee for Office of Management and Budget (OMB) Circular A-76 cost comparison studies.  Actively participates in reviews of activities being considered for conversion to contract operations.  Develops measurement criteria, procedures, and/or instruments to meet the needs of assigned study.  Researches and collects data, and provides advice and recommendations on research techniques to determine the most efficient and cost effective means of accomplishment (e.g., in-service, contract, etc.).  Maintains study results in appropriate data systems.  Conducts periodic reviews to validate study results.

STANDARDS:

A.  Typically, develops plans and conducts thorough reviews of activities.

B.  In most studies, effectively collects data and thoroughly analyzes data.

C.  Normally, provides sound, fact-based recommendations in accordance with established guidelines and milestones.

KSA:  1, 2, 3, 4, 5

_________________________________________________________________________________________________

DUTY 4: 
%
 Critical


Provides substantive management support services in the areas of program cost analysis, annual and multi-year fiscal planning, development of annual and multi-year fiscal planning (e.g., Defense Planning Guidance (DPG), Planning, Programming, Budgeting System (PPBS) cycle, etc.), development of annual work plan(s), and/or commercial activity for organization(s) whose operations are interrelated and fairly stable.  Actively participates with management in preparing detailed plans, budgets, and/or schedules for assigned programs.  Participates and/or facilitates in strategic planning to improve organizational direction and focus using appropriate strategic planning tools and techniques.  Assists serviced organizations with programming, analysis, and control of funds during all phases of the PPBS cycle, identifying actual or potential problem areas and effectively integrating requirements into the annual Program Objective Memorandum (POM).  Reviews, analyzes, and recommends manpower requirements for the Time Phased Force Deployment Data.  Provides support and advice on reprogramming of funds and funding levels to wartime/contingency manpower support solutions.  Manages modifications of existing plans in response to changes in workload and/or mission.

STANDARDS:

A.  Routinely provides effective and substantive management support services.

B.  Typically provides accurate and timely manpower and financial inputs during all phases of the PPBS cycle.

C.  Routinely accomplishes an accurate analysis of the manpower segment of the Time Phased Force Deployment Data within established timelines.

KSA:  1, 2, 3, 4, 5

_________________________________________________________________________________________________

DUTY 5:
%
Critical


Advises, evaluates, and promotes DOD and Air Force Productivity Enhancing Capital Investment programs (e.g., Fast Payback Capital Investment Program, Productivity Investment Fund, etc.), organization and individual awards, and other recognition programs (e.g., Secretary of the Air Force/Chief of Staff of the Air Force Awards, etc.).  Manages and/or participates in the Innovative Development through Employee Awareness (IDEA) program.  Coordinates with other organizations to exchange ideas and lessons learned. 

STANDARDS:

A.  Guidance on productivity, awards, and recognition programs is normally timely, reasonable, and accurate.

B.  In most cases, ensures awards processes and procedures promote optimum efficiency and quality.

KSA:  1, 2, 3, 4, 5

_________________________________________________________________________________________________

DUTY 6:
%
Critical


Provides guidance and assistance to functional areas in managing the organizational Performance Management Program for complex, diverse organizations.  Includes providing guidance in developing and maintaining mission essential tasks (METs), performance measures and performance standards.  Ensures standardization of like METs, performance measures, and performance standards for functional areas of responsibility.   Acts as focal point for task assurance or assessment of task success, tracking and displaying performance data.   Based on the task assurance process, provides guidance for process improvement initiatives.  Responsible for determining and forwarding best practices to AFMIA for inclusion into the Best Practices Clearinghouse.

STANDARDS:

A.  Guidance on the Performance Management Program is routinely timely, reasonable, and accurate.

B.  Recommendations to serviced organizations are typically viable.

KSA:  1, 2, 3, 4, 5

_________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS AND ABILITIES (KSA):

1.  Knowledge and skill in the application of DOD, Joint, and AF management engineering principles, concepts, and methodologies and financial management directives, concepts, procedures, guidance, and policy.

2.  Knowledge and skill in applying analytical and evaluative techniques to the identification, consideration and resolution of issues or problems concerning efficiency and effectiveness of program operations to devise organizational structuring options for complex, diverse organizations.

3.  Skill in conducting interviews with supervisors and employees to obtain information about organizational missions, functions and work procedures.

4.  Ability to communicate effectively, both orally and in writing, to gain cooperation from others through tact, courtesy and diplomacy.

5.  Ability to access or locate information through the use of a personal computer and software programs.

_________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required By The Position 
Level 1-7    1250
Points

-- Knowledge and skill in applying analytical and evaluative methods and techniques to issues or studies concerning the efficiency and effectiveness of program operations carried out by administrative or professional personnel, or substantive administrative support organizations.  

-- Knowledge of pertinent laws, regulations, policies, and precedents which affect the use of program and related support resources in the area studied.

-- Knowledge of the major issues, program goals and objectives, work processes and administrative operations of the organization.

-- Skill in adapting analytical techniques and evaluation criteria to the measurement and improvement of program effectiveness and/or organizational productivity.

-- Skill in developing new or modified work methods, organizational structures, management processes, and/or program administration procedures.

Factor 2, Supervisory Controls
Level 2-4       450 Points

The employee and supervisor develop a mutually acceptable project plan which includes identification of the work to be done, the scope of the project, and deadlines for its completion.  Within the parameters of the approved project plan, the employee is responsible for planning and organizing the study, and conducting all phases of the project.  The employee informs the supervisor of potentially controversial findings, issues, or problems with widespread impact.  Completed projects are reviewed by the supervisor for compatibility with organization goals, guidelines, and effectiveness in achieving intended objectives.

Factor 3, Guidelines
Level 3-3       275 Points

The guidelines include standard reference materials, texts, and manuals covering analytical methods and techniques and the subjects of assigned projects.  Analytical methods contained in the guidelines are not always directly applicable to specific work assignments; however, precedent studies on similar subjects are available for reference.  The employee must interpret or adapt available guidelines because they are not completely applicable to the work and exercise judgment in analyzing and extrapolating from the guidelines to arrive at a finding or decide on a particular course of action.

Factor 4, Complexity 
Level 4-4      225
Points

The work involves gathering information, identifying and analyzing issues, and developing recommendations to resolve substantive problems of effectiveness and efficiency of work operations in a program or program support setting in addition to dealing with problems and relationships of a procedural nature.  The work requires the application of qualitative and quantitative analytical techniques that frequently require modification to fit a wider range of variables.

Subjects and projects assigned consist of issues, problems, or concepts which are not always susceptible to direct observation and analysis.  Difficulty is encountered in measuring effectiveness and productivity due to variations in the nature of administrative processes studied.  Information about the subject is often conflicting or incomplete, cannot readily be obtained by direct means, or is otherwise difficult to document.  The employee demonstrates originality in refining existing work methods and techniques for application to the analysis of specific issues or resolution of problems.
Factor 5, Scope and Effect
Level 5-4       225 Points

The work involves establishing criteria to measure and/or predict the attainment of program or organizational goals and objectives, promulgating program guidance for application across organizational lines or in varied geographic locations, and/or evaluation of program effectiveness.  The work contributes to the improvement of productivity, effectiveness, and efficiency in program operations and/or administrative support activities at different echelons and/or geographical locations within the organization; and affects the plans, goals, and effectiveness of missions and programs at these various echelons or locations.

Factor 6, Personal Contacts
Level 6-2             Points

Contacts are with employees, supervisors, and management officials of the same agency but outside the immediate office, or employees and representative of private concerns in a moderately structured setting.

Factor 7, Purpose of Contacts
Level 7-c      145 Points

The purpose is to influence managers or other officials to accept and implement findings and recommendations on organizational improvement or program effectiveness.  May encounter resistance due to such issues as organizational conflict, competing objectives, or resource problems.

Factor 8, Physical Demands
Level 8-1          5 Points

Work is generally performed in an office setting.  A moderate amount of walking and standing is required when attending meetings and conferences, and in visiting other offices and buildings.

Factor 9, Work Environment
Level 9-1            5 Points

Most work is performed in a properly heated and ventilated, air conditioned, and well-lighted office setting.

_________________________________________________________________________________________________

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 Position Classification Standard for Management and Program Analysis Series, GS-0343, TS-98 dated Aug 90; OPM Position Classification Standard for Administrative Analysis Grade-Evaluation Guide, TS-98 dated Aug 1990.

GS-11 Point Range  2355 - 2750

Total Points:  2580

Grade:  GS-11

CLASSIFICATION REMARKS:

The management and Program Analysis Series, GS-0343, does not contain grading criteria.  This standard states that nonsupervisory positions at grade GS-09 and above be evaluated by reference to the Administrative Analysis Grade Evaluation Guide.  The Administrative Analysis Grade Evaluation Guide covers administrative work which does not require specialized subject matter knowledges and skills but does require a high degree of qualitative and/or quantitative analytical skills, the ability to research problems/issues, written and oral communication skills, and the application of mature judgment in problem solving.  Work described in this SCPD falls within this definition; therefore, the position was evaluated in accordance with the work illustrations in the Administrative Analysis Grade Evaluation Guide.  

 NOTE TO USERS FROM HQ USAF/XPM:  Management may adjust the skill code percentages to reflect the level of skills required for the individual position being filled by the SCPD.  

________________________________________________________________________________________________
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