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AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G370

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
K78E

TARGET GRADE:
13
FLSA:
Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:
Rated Officer Position/See Note(s) to Users

__________________________________________________________________________________________________
CLASSIFICATION:  Program Analyst, GS-0343-13

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

1ST SKILL CODE:
34%
ARLPRG
Program Analysis/Programming

2ND SKILL CODE:
33%
ARLFMR
Program Analysis/Financial Management

3RD SKILL CODE:
33 %
ARLPLN
Program Analysis/Planning

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 8/12/99

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:
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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 a program analyst at the Air Staff level and to provide Air Force military rated expertise in planning, organizing, and developing planning, programming, and budget (PPBS) support of major Air Force mission and operational plans.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:
The organizational goals or objectives of this position are:
__________________________________________________________________________________________________

DUTY 1:







%
Critical



Applying Air Force military rated aviator experience analyzes major Air Force programs to provide planning, programming, and budget guidance and to facilitate the identification and determination of alternative ways to achieve the best mix of forces, equipment, and support attainable, within fiscal constraints, for major mission and operational plans.  Provides procedural and policy guidance to Air Staff and MAJCOMs.  Develops detailed plans, goals, and objectives for the long-range implementation and administration of major mission and operational programs.  Option development is based on balancing among mission areas and feasibility as it relates to known or anticipated resource availability, known or anticipated OSD decisions, compatibility with Air Force strategy, policies, concepts, objectives, and Congressional decisions, to provide the broadest range of alternatives to Air Force leadership.  Conducts cost comparison/benefit analyses of current or projected programs, and develops lifecycle cost analysis.  Develops funding guidance and participates with planners in fiscal planning to develop input into the annual Program Objective Memorandum (POM) for supporting Air Force’s rationale for planned changes to the Future Year Defense Plan (FYDP).  

STANDARDS:
A.  Routinely ensures the comprehensive planning process is accurately formulated, developed, and implemented in a timely manner. 

B.  With few exceptions, accurately assesses all pertinent issues found during the review of technical data, strategy concepts, and other information relative to the development of plans in assigned area.

C.  Typically ensures that plans and projects are coordinated with all other offices and activities having an interest in the area of assignment.

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

__________________________________________________________________________________________________
DUTY 2:







%
Critical



Performs ongoing evaluation and analysis of the execution in the planning, programming, and budget actions in support of major Air Force mission and operational plans.  Analyzes the effect of changes in plans on the PPBS processes, developing changes in areas where necessary and preparing justification rationales to support the changes.  Defends recommendations to higher levels of management as necessary.  Establishes on-going evaluation mechanisms for evaluating the effectiveness of the PPBS process as relates to assigned mission and operational plans support. 

STANDARDS:
A.  With rare exception, effectively analyzes and evaluates execution of actions in support of mission and operational plans.

B.  Almost always effectively establishes on-going mechanisms and procedures for evaluating PPBS effectiveness for assigned plans.

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

__________________________________________________________________________________________________
DUTY 3:







%
Critical



Prepares and presents high level briefings of conclusions; many being highly subjective and not readily susceptible to verification until actual operational situations are encountered.  Prepares reports, responses to queries, justifications and background papers on the technical aspects of areas of expertise and assignment. Represents the organization on working groups, steering groups, or other meetings, conferences, seminars, etc.  May chair such groups or meetings when the meeting is in the incumbent’s area of assignment.  Hosts meetings with MAJCOM representatives to discuss/resolve PPBS concepts and other issues of common interest.  

STANDARDS:
A.  Generally prepares and presents effective comprehensive briefings in assigned area.

B.  With rare exception, accurately reports results of studies; responds to queries in an accurate and timely manner; and prepares acceptable justifications and background papers on the technical aspects of assigned plans and projects.
C.  Almost always effectively represents the organization and Air Force in a professional manner.

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

__________________________________________________________________________________________________
DUTY 4:







%
Critical



Maintains a continuous liaison with other Air Staff, other service headquarters counterparts, and DOD offices to integrate Air Force PPBS support actions.  Provides results of studies, analyses, and evaluations to counterpart agencies to share experiences and resolve controversial issues, and thereby improve overall defense level planning in areas of assignment.  Promotes interchange of information on requirements, capabilities, deficiencies, and technology applications in the area of specialization.

STANDARDS:
A.  Typically establishes and maintains effective and professional liaisons with counterparts at all levels within Air Force and other agencies.
B.  Routinely reports results of studies, analyses, and evaluations accurately to counterparts.

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

__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of the Department of Defense Planning, Programming, and Budgeting System (PPBS), and Department of Air Force policy, procedures, and schedules for developing Program Objectives Memoranda, Budget Estimate Submissions and Financial Plans; and methods for developing budget forecasts, cost projections, financial exhibits, unfunded requirements justifications, POM narratives, offsets and disconnects, reclamas, and issue papers.

2.  Knowledge of Air Force program goals and objectives, the sequence and timing of key operational events and milestones, and methods of evaluating the effectiveness of planning actions as related to actual events.

3.  Knowledge of the relationship of the various Air Force entities involved in overall planning and execution of military operations and evaluations, and the way the PPBS process supports them.

4.  Knowledge of and skill in the application of Air Force rated aviator (e.g., pilot, navigator) expertise as it applies to assigned programs, and knowledge of weapon systems.

5.  Ability to gather, assemble, and analyze facts, draw conclusions, conduct analysis, devise recommended solutions, and package the entire process in briefings, papers, or reports suitable for top management use and decision-making.

6.  Ability to communicate effectively both orally and in writing; negotiates complex issues; and maintains good working relations.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-8
1550 Points

-- Mastery of advanced management and organizational principles and practices and a comprehensive knowledge of planning, programming, and budgeting regulations, guidelines, and processes; and a thorough knowledge of Air Force’s planning, acquisition, and management process to provide PPBS support to long-range Air Force plans such as war, mobilization, exercise, deployment, and similar operations planning efforts.

-- Comprehensive knowledge of the Federal, DOD, and Air Force planning, programming, and budgeting process (PPBS); and thorough knowledge of Air Force program goals and objectives, the sequence and timing of key operational events and milestones, and methods of evaluating the effectiveness of planning actions as related to actual events.

-- High degree of skill in analyzing and comparing cost benefits, cost projections, budgetary tradeoffs, fiscal strategies, and programmatic factors to produce fully justified options that can be presented to higher levels of management for use in defending fiscal decisions.

-- Ability to plan, organize, develop studies or projects and to negotiate effectively with management to accept and implement recommendations, where the proposals involve substantial Air Force resources, require extensive changes in established concepts and procedures, or may be in conflict with previous programming actions.

Factor 2, Supervisory Controls





Level 2-4
450 Points

Supervisor and employee develop a mutually acceptable project or study plan, which includes identification of the work to be done, the scope of the project or study, and deadlines for completion.  Within the parameters of the approved project plan, the incumbent is responsible for planning and organizing the study, and conducting all phases of the project.  The incumbent informs the supervisor of potentially controversial findings, issues, or problems with widespread impact.  Completed work is reviewed by the supervisor for effectiveness and compatibility with current USAF mission objectives and success in obtaining acceptance of recommendations by Air Force leadership.

Factor 3, Guidelines






Level 3-4
450 Points

Guidelines consist of a large volume of DOD and Air Force policies and directives covering the PPBS process, as well as regulations governing resource allocation which require considerable adaptation and/or interpretation for application to issues and problems.  Related reference materials include historical documentation, procurement regulations, and guidance on the organization and operations of the Air Force corporate structure.  Guidelines provide a basic outline of the results desired, but do not include the methods used to accomplish the project.  Judgment and extensive planning expertise and experience are required to select and apply appropriate guides, and in interpreting and resolving conflicts between existing guides.  When proposed changes to higher authority regulations or guides are in coordination, the employee develops the organization’s position.  Uses initiative in making adjustments to PPBS documents when programmatic changes occur.

Factor 4, Complexity






Level 4-5
325 Points

Develops, identifies, defines, and resolves a wide variety of complex technical and management issues related to USAF plans, and the corresponding development efforts to facilitate the identification and determination of alternative ways to achieve the best mix of forces, equipment, and support attainable within fiscal constraints.  Work requires analytical evaluations of wartime tasking of all available AF combat forces and their support structure, to determine the most productive use of limited resources and to develop options that optimize fiscal spending.  Requires flexibility in the PPBS process as the military strategy, global emphasis, and overall wartime tasking are continually revised and updated as changes occur throughout the world.  

Factor 5, Scope and Effect





Level 5-5
325 Points

The purpose of the work is to plan, organize, and develop planning, programming, and budget (PPBS) support of major Air Force plans; and to provide expert counsel, analytical services, and advice to higher levels of management.  Work performed by the incumbent form the basis for decisions by high ranking military and civilian managers that affect the conduct of Air Force-wide strategic planning and resource allocation.   Areas of uncertainty result from major changes in programs, the ever changing PPBS, and the ability of the Air Force to ensure program requirements are met.  The work involves identifying and developing ways to resolve problems or cope with issues, which directly affect the accomplishment of specific PPBS support of wartime, contingency, or other plans and programs.  Takes into consideration factors such as cost-effectiveness, attainment of operational goals and objectives, and compliance with such guidelines as rules of engagement, international laws, etc.  Recommendations made by the incumbent significantly impact the way high level wartime and peacetime planning of operations are accomplished.

Factor 6, Personal Contacts





*Level/Points (see Factor 7)

Contacts include counterpart officials in DOD, other services, MAJCOMs, contractors, and other Air Staff offices in a moderately unstructured setting.  Contacts are also made with Air Force officials several levels above the incumbent when presenting program and plans briefings, etc.

Factor 7, Purpose of Contacts





*Level 6/7- 3d
280 Points

Contacts are to justify planning and programming issues, e.g. recommendations affecting plans dealing with substantial expenditures of money, material, and personnel, and/or significantly impacting the scope and nature of operational planning.

Factor 8, Physical Demands





Level 8-1
5 Points

Work is primarily sedentary, such as sitting comfortably.  There may be some walking, standing, bending, carrying of light items.  No special physical effort or ability is required to perform the work.

Factor 9, Work Environment





Level 9-1

5 Points

The employee works in an adequately lighted and ventilated office environment.  Exercises normal safety precautions.  

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  May travel by military or commercial air to conferences, meetings, and other functions away from the duty site.

2.  Rated aviator experience (e.g., pilot, navigator) is critical to the successful completion of the work.

_________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED: U.S. OPM Position Classification Standard for Management and Program Analysis Series, GS-343, TS-98, August 1990, (HRCD-6, January 1999); and U.S. OPM Administrative Analysis Grade Evaluation Guide, TS-98, August 1990, (HRCD-6, January 1999).

GS-13 Point Range:  3155-3600

Total Points:  3390

Grade:  GS-13

CLASSIFICATION REMARKS: 
The Management and Program Analysis Series, GS-343, does not contain grading criteria.  The 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 knowledge 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 Guide.

NOTE(S) TO USERS: 

1.  Minor changes, including skill code shreds, may be made to fit local requirements, using the existing SCPD number, as long as the changes do not affect the classification or staffing patterns of the SCPD.  

2.  This SCPD is intended to cover civilian positions that replace military rated officer positions to support pilot shortfalls.

3.  SCPD was updated 02/27/03.  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 8 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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