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Please share this newsletter with your co-workers or subordinates, and if you are not already on our list server, you can sign up at http://www.afpc.randolph.af.mil/lists.htm .  Also, please send any ideas for future newsletters to our email address secp@randolph.af.mil..  I look forward to hearing from you!
Recent SECP Job Announcements

The following are open as of the issuance of this newsletter.  This is not intended to be your official notification of job openings.  Please use the AFPC Job Website (www.afpc.randolph.af.mil/afjobs) for official job notification. In addition, the Civilian Announcement Notification System (CANS) can be used as a tool to assist in job notification.

Series/Grade/Location                                                     Announcement Number              Open Date                 Close Date   

1.  GS-1306-14, AFIOH/SDR, BROOKS CITY BASE, TX
04MAY381817
5/26/2004
6/3/2004
2.  GS-0854-14, HA AFMC ESC, MSG/SIP WPAFB, OH
04MAY381274
5/20/2004
6/2/2004

3   GS-0801-14, DESX, WPAFB, OH
04MAY382300
5/26/2004
6/8/2004
4.  GS-1301-13, 46TW/XPE, EGLIN AFB, FL
04MAY382747
5/27/2004
6/9/2004
Palace Acquire Update
Current results of hiring new interns for the FY04 cycle are as follows.  A total of 77 new interns are to be hired for FY04 .   The distribution of these interns hired to date is as follows:   Arnold AFB - 1; Edwards AFB - 1;  Eglin AFB - 18; Hanscom AFB – 2; Hill AFB - 9; Holloman AFB - 1; Kirtland AFB - 3; Lackland AFB - 1; Peterson AFB - 3; Tinker AFB - 2; Wright-Patterson AFB - 14.  All new interns must be on duty by mid-September 2004.

Requirements for the FY05 interns have been sent to the major commands.  The deadline for submittal of requirements was 26 March 2004.  MAJCOM participation requires a firm commitment to follow-on intern permanent placement in AF positions within the command upon completion of the training period.  For FY05 requirements for approximately 253 interns were received.  The total allocation for FY05 as determined by DPKR is 86.  Allocations by Air Force location will be determined by the MAJCOMs.

Numerous modifications to the current (FY04) PAQ intern recruitment and hiring process are being worked to expedite FY05 selections.  Air Force discussions have included people from both the functional and the personnel areas.   

The SECP office is currently finishing the necessary processing of PAQ intern graduate school fund allocations for the summer 2004 semesters/quarters.  Interns planning to enter graduate school in the fall of 2004 need to provide all required graduate school information as listed in the S&E PAQ Intern Handbook in a timely manner.  The Handbook is posted on the S&E website.  Required documents as well as submittal time deadlines are contained in this guidance and information document.

Another important Handbook topic is that of requesting “PCS orders.”  If you expect to be paid for a move to or from graduate school, do not start the move without orders.  To initiate orders, contact the SECP office at least 45 days prior to move date to ensure ample time to initiate travel order request.    An e-mail specifying the exact move date will suffice.   

SECP is currently ramping up to support recruiter training scheduled for August 2004.   This training is being sponsored by AFPC/DPKR and will be conducted in San Antonio TX.

Professional Selling Skills (PSS) Training 

The PSS Core seminar teaches a process for conducting sales calls and the critical face-to-face skills salespeople need to help their customers make informed buying decisions:  opening, probing, supporting, closing, overcoming customer indifference, and resolving customer concerns.  The program emphasizes the importance of focusing on customer needs, facilitating an open exchange of information, and ensuring mutual understanding and agreement throughout the sales process.

As a result of participating in the seminar, you’ll be better able to:

· get sales calls off to a positive start
· make good use of your own and your customers’ time
· promote an open exchange of information
· ask good questions to develop a complete, mutual understanding of your customers’ needs

· talk about your products and organization in a way that’s meaningful and compelling to customers

· respond to customer concerns openly and effectively

· end your sales calls with commitments that are appropriate and clear

Tuition Assistance Update

At the present time, due to funding limitations, we are not able to fund tuition assistance requests for anything other than graduate school for PALACE Acquire interns.  We have a request in for additional funds for this FY, but probably will not know how much or if any, until approximately August timeframe.  In the meantime, we will let you know if additional funds become available sooner.
A lot of eligible employees think that once SECP has approved their degree, that SECP will fund their whole degree.  The courses do have to be approved, but SECP does not fund degrees.  SECP funds on a course by course basis depending on the availability of funds.

More and more eligible employees are signing up for online courses which are a lot more expensive.  Please keep in mind that there is lifetime cap limit of $12,000 for your Master’s degree.  If you take online courses, you will probably run out of funds before you are through taking all the courses needed and will have to seek funds elsewhere, possibly at your local base.  SECP will not go over the prescribed capped limit.  Please keep this in mind when selecting a university.

SECP will only fund courses from any university accredited by CHEA (Council for Higher Education Accreditation).  The simplest way to find out if the university that you are interested in is approved by CHEA; go to their website at http://chea.org/institutions/search.cfm.
Become a SECP Newsletter Subscriber!

With the removal of career program registration and the increased reliance on the self-nomination process to help shape your career, it is imperative that you stay abreast of the latest S&E info as much as possible.  Since you are reading this newsletter, you are doing one of the best things you can do to stay informed.  However, our records indicate there are only 4,493 subscribers to this newsletter.  Since we have over 15,000 S&E positions that our career program is responsible for, more than 65% of the S&E community is not subscribed.  (This assumes all the current subscribers are S&E which is not a requirement or the reality.)  If you are not a subscriber (i.e. you did not get this delivered directly to your email from the SECP server), then we highly recommend you subscribe today.  
You can subscribe to the SECP list server.  You do this via the web by going to: http://www.afpc.randolph.af.mil/lists.htm.  All you need to do is click here and it’s done.  As an additional incentive for subscribing, as if your career was not enough, the SECP office will randomly chose someone from the current subscriber list and give them an S&E polo shirt.  We plan to do this in every other issue of the Newsletter.  So, the sooner you subscribe the sooner you are eligible.  We’ll announce the winner in that month’s newsletter.  Help us, help you become the S&E you desire to be by subscribing today.

1-800 Line for TDY Personnel
A 1-800 line is assigned to DPK for TDY folks to call into their career program: 1-800-757-0988.  You will hear a recording that goes like this.  “You have reached the Air Force Personnel Civilian Career Management Directorate.  This line has been set up for the use of our TDY personnel.  You must know the 4 digit intercom number of the person you wish to speak with.  If you are calling from a rotary phone, please stay on the line to leave a message.  If you are calling from a touch tone phone and know the 4-digit intercom number of the person you are calling, please enter it now.  Note:  If you don't know the intercom of the person you wish to speak with, the system will automatically go to intercom 3281, or if you mis-dialed, the system will go to intercom 3281.  Your message will be passed on to the person you are trying to reach.  SECP intercom numbers are included in the table below on the last page of the newsletter.

Frequently Asked Questions (FAQs)
1.  What are the steps to fill SECP vacant positions (SECP positions at grades 13, 14, or 15 with supervisory/manager levels from one to five)?

1.  A Request for Personnel Action (Form 52) for a "Fill" is sent to AFPC/DPKX from the Civilian Personnel Flight (CPF) handling the requesting organization (requesting supervisor).  A position description is included.

2.  Position is announced via Civilian Announcement Notification System (CANS), AFPC website, and AFPC phones.

3.  Applicants self-nominate.

4.  SECP writes the Job Analysis Promotion Plan (PP) based on the position description.  

5.  Announcement closes (normally after two weeks).

6.  Applicant list is generated by DPK1.

7. Applicants are ranked using the PP.  The PP uses skill codes, general skills (Organization Function Code), and supervisory level experience.

8. Referral Certificate is generated and e-mailed to the selecting supervisor and CPF.  Career briefs and applicant data are included.  Normally a list of up to 15 names in alphabetic order is sent.  If applicable, ties are included.

9. Selecting supervisor makes selection.  It is the supervisor's option to use career brief data only, request resumes, or conduct interviews.

Notes:  (1) Acquisition Demo Positions and Laboratory Demo Positions do not have to be filled through SECP (and normally are not).  (2) Critical Acquisition Positions must be filled by an applicant who is acquisition certified or eligible (unless a waiver is obtained).  The selecting supervisor is responsible for this determination.

2.  How do I Improve My Chances for Promotion?

You can’t get promoted unless you self-nominate for the position, so “step one” is to apply for each position that you would accept a promotion. 

“Step two” is rank high enough to make the certificate.  SECP Administrators develop a job analysis promotion plan (PP) which is the document used to rank candidates. The ranking factors are 90% skill codes, and 10% based on the organization of the position or prior supervisory experience. The PP is written directly from the position description (PD) or Core Personnel Document (CPD) applying the approved SECP Policy Council rules while using judgment on the relative importance of applicable skill codes.  The PP forces the best qualified candidates to the top of the list, where the top 15 are referred, plus “ties”, defined as candidates with the same number of points at the 15th place.

Each is PD/CPD is classified with one, two or three “skills of the job”.  Individuals with all three of the “skills of the job” in their experience history are always the top ranked candidates.  Those with two out of three are the second ranked candidates based on the PP.  Additional skill codes are added to the PP at various levels based on the “key words” taken from the text of the PD/CPD.  

Individuals can enhance their career promotion potential by obtaining at least 12 months experience in additional skill codes.  On the PP, credit is given, in some cases, down to the GS-12 level for skill code experience depth.  At most levels in the PP, experience at the grade below the grade of the vacant position is required to get credit for skill codes.

“Step three” is being selected.  Since resumes are no longer used in the certificate process, your career brief is now the document that will “sell” you as the right candidate for the promotion. Obtain a career brief and examine your skill code history.   Make sure that it is current and accurate.

Please e-mail us at secp@randolph.af.mil with any question(s) you would like to see answered in the next issue of   “The SECP Newsletter” 
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