STANDARD CORE PERSONNEL DOCUMENT

Number: 9G696/9G697  


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G696 or 9G697

SUPV LEVEL CODE:    1

COMP LEVEL CODE:
102A

TARGET GRADE:         (Template: GS-12 or 13)
FLSA:
Exempt

JOB SHARE:

CAREER PROG ID:
F

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________

CLASSIFICATION:  Family Support Center Director, GS-0101(99)-XX

DUTY TITLE:  Family Support Center Director

__________________________________________________________________________________________________

ORG & FUNC CODE:



1ST SKILL CODE:
100 %
ADDFSD
Social Science Prgm Splst/Fam Spt Ctr Dir-Prgm Chf

2ND SKILL CODE:

3RD SKILL CODE:

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 03/17/03
CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.

________________________________________________________           _________________

CLASSIFIER 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 SIGNATURE


                   DATE

__________________________________________________________________________________________________

CERTIFICATION:

[image: image1.wmf]Rater/Supv.

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:  Serves as the Director of the Family Support Center (FSC) which provides a wide range of work/life services to units and their leadership on individual, family and community issues.  These services include, but are not limited to, career, transition, relocation, financial assistance, family life education and other work and life service and activities provided to military members, retirees, Department of Defense (DoD) civilian members, and their families.

The organizational location of this position is:  

__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  To assist commanders, military personnel and their families, and DoD civilian employees in balancing the unique demands of the military mission and family responsibilities.  The FSC provides information and family services necessary to support single and married military personnel, civilian employees, and family members through provision and conduct of programs and services that provide information, improve skills by fostering competencies and coping skills, and offer short-term support and assistance when necessary.

__________________________________________________________________________________________________

DUTY  1:








%
Critical

Plans, develops, directs, supervises, and advises on FSC programs and services.  Serves as the installation’s principal advisor on work/life matters and as the policy advisor in the development and implementation of work/life services and activities.  Keeps abreast of DoD policies, priorities, provisions, and intent of new and emerging programs.  Identifies installation needs and concerns to leadership and presents recommendations, plans, and assistance to influence readiness and retention issues.  Analyzes benefits and costs of accomplishing work in-house versus contracting and makes recommendations to leadership.  Provides consultation and assistance to installation leadership, unit commanders, and first sergeants in identifying and addressing family issues and continuously changing demographic trends which impact mission readiness and retention.  Administers and ensures a family support program for eligible personnel and their families at geographically separated units.  Supervises professional staff of work/life service providers, military members, technicians, and volunteers.  Projects short- and long-term plans and resource needs to respond to DoD and Air Force trends and directives.  Plans an efficient resource management program for maximum support of service delivery.  Implements, monitors, and reports on Congressionally-mandated programs as defined by Public Law.  Serves total force population to include Reserve, National Guard, Army, Navy, Marine, and/or members of foreign military services.

STANDARDS:
A.  Routinely develops and directs FSC programs and services to identify and address installation needs and concerns in an effective manner.

B.  With rare exception provides accurately and timely consultation and assistance to installation leadership on FSC activities and services.

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

__________________________________________________________________________________________________

DUTY  2:  (Note: either paragraph A or B applies)




%
Critical 

A.__Supervises the staff of the FSC.  Assigns work to individual positions to ensure full coverage of all work/life services and activities provided by the FSC and to provide development and cross training.  Reviews work and is held technically accountable for actions taken and advice provided.  Advises and provides counsel to employees regarding policies, procedures, and directives of management.  Selects or recommends selection of candidates for vacancies, promotions, details, and reassignments in consideration of skills and qualifications, mission requirements, and EEO and diversity objectives.  Develops, modifies, and/or interprets performance standards.  Explains performance expectations to employees and provides regular feedback on strengths and weaknesses.  Holds employees responsible for satisfactory completion of work assignments.  Appraises subordinate workers performance ensuring consistency and equity in rating techniques.  Recommends awards when appropriate and approves within-grade increases.  Hears and resolves employee complaints and refers serious unresolved complaints to higher-level management.  Initiates action to correct performance or conduct problems.  Effects minor disciplinary measures such as warnings and reprimands and recommends action in more serious disciplinary matters.  Prepares documentation to support actions taken.  Identifies employee developmental needs and provides or arranges for training (formal and on-the-job) to maintain and improve job performance.  Encourages self-development.  Approves master leave schedule assuring adequate coverage for peak workloads and traditional holiday vacation time.  Demonstrates sensitivity to ideas of subordinates.  Promotes an environment in which employees are empowered to participate in and contribute to effective mission accomplishment.  Discharges security responsibilities by ensuring education and compliance with security.  Recognizes and takes action to correct situations posing a threat to the health or safety of subordinates.  Applies EEO principles and requirements to all personnel management actions and decisions, and ensures all personnel are treated in a manner free of discrimination.  Periodically reviews position descriptions to ensure accuracy, and the most effective utilization of personnel resources.  

B.__ Supervises the staff of the FSC.  Directs, coordinates, and oversees work through subordinate team leaders.  Advises staff regarding policies, procedures, and directives of higher-level management or headquarters.  Selects candidates for positions taking into consideration skills and qualifications, mission requirements, and EEO and diversity objectives.  Ensures that, between subordinate units, there is a reasonable equity of team performance standards and rating techniques developed and/or modified, as well as in their application.  Explains performance expectations and provides regular feedback on strengths and weaknesses.  Appraises performance of employees directly supervised and serves as reviewing official on evaluation of non-supervisory employees rated by subordinate team leaders.  Approves expenses comparable to within-grade increases, extensive overtime, and employee travel.  Recommends awards and changes in position classification to higher-level managers.  Hears and resolves group grievances and employee complaints.  Initiates action to correct performance or conduct problems and/or approves serious disciplinary actions (e.g. suspensions, removals) involving non-lead subordinates.  Ensures documentation prepared to support actions is proper and complete.  Reviews developmental needs of employees and makes decisions on non-routine, costly or controversial training needs and/or requests for unit employees.  Encourages self-development.  Approves leave and ensures adequate coverage in organization through peak workloads and traditional holiday vacation time.  Demonstrates sensitivity to ideas of subordinates.  Ensures actions taken directly as well as those by subordinate team leaders promote an environment in which employees are empowered to participate in and contribute to effective mission accomplishment.  Discharges security responsibilities by ensuring education and compliance with security directives.  Recognizes and takes appropriate action to correct situations posing a threat to the health or safety of subordinates.  Applies EEO principles and requirements to all personnel management actions and decisions, and ensures all personnel are treated in a manner free of discrimination.   Periodically reviews position descriptions to ensure accuracy, and the most effective utilization of personnel resources.   

STANDARDS:
A.  Routinely performs supervisory personnel management responsibilities in accordance with established policies and guidelines in an active and effective manner.

B.  In most cases prevents/corrects promptly discrimination and/or sexual harassment complaints.  

C.  Consistently ensures employees are in strict compliance with security, safety, environmental protection, and occupational health procedures and regulations; and promptly reports any observed or identified violations in accordance with established guidelines.

KSA:  4, 5, 6

_________________________________________________________________________________________________

DUTY  3:








%
Critical



Manages FSC budget and financial requirements as well as FSC contracts.  Develops and implements financial management and budgeting functions for both appropriated and nonappropriated funds in support of FSC’s programs and activities.  Performs budget formulation work involving review and preparation of budget estimates and financial plans, with appropriate justification, using analyses of data for prior, current, and out year cycles.  Projects short- and long-term plans and resource needs to respond to DoD and Air Force trends and directives.  Matches funding requests and projected costs of selected line items with historical records (e.g., source documents, automated systems, accounting and finance records, and reports) to determine trends in spending and to forecast annual funding needs.  Executes budget.  Oversees the utilization of resources, resolving problems and determining funding and resource requirements including reprogramming and adjustments to cover short falls, unanticipated expenses, and emergencies.  Conducts special budget and financial management studies.  Writes performance work statements for contracts.  Develops quality assurance surveillance plans to measure the effectiveness of contractors’ quality or inspection system.  Provides functional advice to the contracting officer on contract work performance, requirements, review, and selection.  Manages contracts.  Monitors work to verify required actions are accomplished within contract compliance parameters.  If non-compliance is found, works closely with contracting office and contractor’s representative to develop and monitor a surveillance plan to correct discrepancies.  

STANDARDS:
A.  Routinely plans and manages, both effectively and efficiently, a resource/budget and financial management program for maximum support of FSC programs and activities.

B.  Typically conducts thorough analyses and special studies to discern trends in spending, identify any immediate reprogramming requirements, anticipate needs for future funding, and determine funding propriety.

C.  Regularly manages the contracting system effectively for maximum support of FSC services and activities.

KSA:  2, 3, 5

__________________________________________________________________________________________________

DUTY 4:








%
Critical


Oversees the development, evaluation, coordination, and integration of FSC services and activities across functional areas and among installation and community agencies.  Identifies issues with potential to benefit FSC services and performs and/or directs research into such areas.  Determines program implications.  Develops and implements plans to promote and enhance services provided to customers. Implements, monitors, and reports on Congressionally-mandated programs required by Public Law.  Conducts and analyzes formal and informal needs assessment results to ensure availability of long-term proactive programs and services.  Establishes and maintains effective interaction with leaders of installation, local, state, federal, or host-nation community resource agencies to promote and develop coordinated community-wide services.  Consults and collaborates with installation leadership and professional colleagues on a wide variety of program issues.  Provides authoritative interpretation of agency policy, regulations, and standards.  Establishes and maintains formal agreements as well as an informal network with on- and off-base human service agencies to establish and deliver services and to promote FSC activities and services.  Manages an ongoing evaluation program to avoid overlap, duplication, or conflict of services.  Ensures balanced services integration to efficiently and effectively deliver services to clients.  Directs the development and implementation of a marketing plan for all FSC services and activities.

STANDARDS:

A.  Customarily coordinates and integrates FSC services and activities in an effective manner.

B.  Typically provides timely advice and counsel as well as interpretation of policies, regulations, and programs to staff, installation leadership, and on- and off-base service agencies.

C.  Typically develops and implements an effective FSC marketing plan.

KSA:  1, 2, 4, 5, 6

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of social services delivery systems and concepts, principles, and theories relating to one or more of the social or behavioral science fields as well as of community services, locations, and availability to serviced populations.

2.  Knowledge of financial, budget, and resource management practices and principles as well as standard contracting policies, practices, and procedures to manage FSC resources and financial requirements and oversee FSC contracts.

3.  Knowledge of safety and security regulations, practices, and procedures. 

4.  Knowledge of a full range of personnel management policies, practices, and procedures including methods used to establish program objectives or performance goals and assess progress toward their achievement.

5.  Skill in establishing and maintaining effective working relationships using tact and diplomacy in interacting with leadership, individuals/families, service agencies’ representatives, and staff.

6.  Ability to communicate effectively both orally and in writing.

__________________________________________________________________________________________________

SUPERVISORY CONTROLS:

Works under the general supervision of the Mission Support Squadron Commander who assigns area of responsibility and is available for consultation when controversies arise.  The employee independently plans, organizes, and directs the work of the FSC to achieve center goals and objectives, meet customer needs, and ensure compliance with legal and regulatory requirements.  Work is reviewed in terms of overall mission support and attainment of organizational goals.  

________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Program Scope and Effect




Level 1-2
350 Points


a.  SCOPE.  Incumbent directs the installation’s FSC program and serves as principal advisor on work/life matters and as the policy advisor in the development and implementation of work/life services and activities.  Provides consultation and assistance to installation leadership, unit commanders, and first sergeants in identifying and addressing family issues and continuously-changing demographic trends which impact mission readiness and retention.  Services are available to military members, DoD civilians, retirees, and family members.


b.  EFFECT.  FSC services and activities support and significantly affect the well being and readiness of individual installation personnel and their families.

Factor 2, Organizational Setting





Level 2-1
100 Points

This position is accountable to a position that is two or more levels below the first SES, flag, or general officer in the direct supervisory chain.

Factor 3, Supervisory and Managerial Authority Exercised   (Note: determine whether 3-2c or 3-3b applies)



__Level 3-2c
450 Points

Assigns work to subordinates based on priorities, selective consideration of the difficulty and requirements of assignments, and the capabilities of employees.  Assures that mission requirements are met.  Approves leave, recommends performance standards, and evaluates work performance of subordinates.  Gives advice, counsel, or instruction to employees on both work and administrative matters.  Hears and resolves complaints from employees, referring group grievances and more serious unresolved complaints to a higher level supervisor or manager.  Effects minor disciplinary measures, such as warnings and reprimands, recommending other action in more serious cases.  Identifies developmental and training needs of employees, providing or arranging for needed development and training.  Writes performance work statements, manages contracts, develops quality assurance surveillance plans to measure contractor work quality and ensure contractor is in compliance with contract, and works closely with the contracting officer and the contractor’s representative to correct discrepancies when noncompliance is discovered.

__Level 3-3b
775 Points
The FSC Director has a subordinate staff that includes subordinate team leaders to coordinate and oversee the work.  In addition to exercising all of the delegated supervisory authorities described at level 3-2c of this factor, the director also exercises authorities 1, 2, 3, 5, 6, 7, 8, 9, 10, 12, 13, 14, and 15.  Since at least eight elements defined in level 3-3b are present, level 3-3 is assigned.

Factor 4, Personal Contacts
Subfactor 4A - Nature of Contacts




Level 4A-2
 50 Points
Frequent contacts includes members of the business community, representatives of services agencies, installation leadership, unit commanders, and first sergeants.

Subfactor 4B - Purpose of Contacts




Level 4B-3
100 Points

Purpose of contacts is to justify, defend, or negotiate in representing the FSC programs and services, obtaining or committing resources, and gaining compliance with established policies, regulations, and contracts.

Factor 5, Difficulty of Typical Work Directed



Level 5-6
800 Points

The highest grade that best characterizes the nature of the basic, mission oriented, nonsupervisory work performed or overseen by the organization directed is GS-11.

Factor 6, Other Conditions





Level 6-4
1120 Points

Supervision requires substantial coordination and integration of a number FSC services and activities comparable in difficulty to the GS-11 level.  As the FSC Director, incumbent is responsible for merging various and distinct servicing into a cohesive program that will support the needs of FSC clients and customers.  

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:

1.  May be required to travel by military and/or commercial conveyance in the performance of official duties.

2.  May at times be required to work extended hours.
__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:

CLASSIFICATION STANDARD(S) USED:  OPM Position Classification Standard (PCS) for Psychology Series, GS-0180, TS-74, June 1968;  OPM PCS for Social Work Series, GS-0185, TS-52, June 1964; OPM PCS for Social Services Series, GS-0187, TS-55, February 1965; OPM General Schedule Supervisory Guide (GSSG), April 1998; OPM Introduction to the Position Classification Standards, TS-107, August 2001; and OPM Handbook of Occupational Groups and Families, Definitions of GS Occupational Groups and Series, Social Science Series, GS-0101, August 2001. 
CLASSIFICATION REMARKS:  This is a TEMPLATE to be used for FSC Director positions at the installation level whose grade is derived from the GSSG.  SCPD  9G696 is for a GS-12; 9G697 is for a GS-13.

GS-12 Point Range:  2755 -3150 

GS-13 Point Range:  3155-3600  

Total Points:  

Grade:  GS-XX

Series and Title Determination:  The, Social Science Series, GS-0101 includes positions which advise on, administer, supervise, or perform research or other professional and scientific work in one or any combination of the social sciences when such work is not classifiable in other series of this occupational group.  Incumbent supervises a staff of consultants and specialists in the GS-0101 Series as well as administrative and support employees, volunteers, military, and/or contractor personnel.  Therefore, the GS-0101 Series is determined to be the most appropriate for this position.  

There is no title prescribed by the GS-101 Series.  Therefore, in accordance with titling practice found in the Introduction to the Position Classification Standards, the constructed title for this position is Family Support Center Director.

Grade Determination:  The primary purpose of this position as the Director of the Family Support Center is to manage, supervise, and oversee the work and personnel within the Family Support Center, with incumbent spending at least 25 percent of his/her time supervising.  Therefore, the GSSG was used for grade determination - see Classification Criteria of SCPD for factor levels and points.

Final Classification: Family Support Center Director, GS-0101-XX.

________________________________________________________________________________

NOTES TO USERS: 

1. If supervisory authorities differ from those described in the template paragraph selected in Duty 2, the elements credited may need to be adjusted.  Please note, if paragraph B is assigned at least eight elements must still be present in order to credit Level 3-3b.

2.  In order to use this SCPD the base level of work supervised must be GS-11.

3.  Minor changes, including skill code shreds, may be made to fit local requirements as long as the changes do not affect the classification or staffing pattern of this SCPD.
___________________________________________________________________________________
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