STANDARD CORE PERSONNEL DOCUMENT

                   Number:  9G196

____________________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G196

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
FF4A

TARGET GRADE:
09
FLSA:
Exempt

JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:
  See Note(s) To Users
__________________________________________________________________________________________________

CLASSIFICATION:  Realty Specialist, GS-1170-09

DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
25%
DRLGLM
Realty Specialist/In/Out Grant Lease Management

2ND SKILL CODE:
25%
DRLFAU
Realty Specialist/Facility Utilization

3RD SKILL CODE:
50%
DRLXXX
Realty Specialist/More Than Capacity To Code

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 4/30/97 

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:

[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:  To perform and/or advise on in/out grant management, utilization, management, disposal, and acquisition of real estate.

The organizational location of this position is:
__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:
__________________________________________________________________________________________________

DUTY 1:








%
Critical



Performs real estate functions relating to the management and utilization of government owned real property.  Conducts inventories, assignment and utilization surveys, and/or compliance inspections of leased or federally owned facilities.  Recommends alternative uses of space which would not involve costs in excess of the benefit gained by the realignment.  Performs continual studies for use of land.  Assists in conducting utilization studies of land retention, development, and disposal and presents analysis with recommendations and justifications in support of the installation mission.  Recommends use of federal land by other individuals, businesses, or municipalities for routine purposes.  Recommends execution of real estate programs and policies in accordance with environmental laws and directives.

STANDARDS:
A.  With few exceptions, conducts thorough and accurate inventories, surveys, compliance inspections, and utilization studies.

B.  Almost always, recommendations and justifications are meaningful and technically valid.

C.  Typically ensures efficient use of all space, facilities, and land, and that environmental concerns have been addressed.

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

__________________________________________________________________________________________________

DUTY 2:








%
Critical



Determines need for and takes actions, such as easements and permits, and negotiates minor outgrants.  Provides information to prospective grantees, (e.g., government officials, bank officials, private individuals, etc.) concerning property and facilities available for outgrant, including policies, terms, conditions, and other pertinent matters.  Negotiates minor outgrants by lease, license, permit, or easement in coordination with the supervisor.  Reviews final outgrant document for compliance with proposed terms, conditions, etc., and makes recommendations to the supervisor.  Coordinates with attorneys, local, county, state, and federal officials and agencies, real estate brokers, and potential grantees.  Inspects outgranted property to verify compliance with terms of conditions of the agreement.  Discusses areas of noncompliance with grantee and recommends action to supervisor to obtain compliance.

STANDARDS:

A.  Nearly all the time, provides accurate and timely information to prospective grantees.

B.  Almost always, effectively reviews outgrant documents and makes valid recommendations to supervisor.

C.  Usually ensures outgrant compliance and takes timely actions when compliance is not maintained.

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

DUTY 3:








%
Critical



Acquires interest in real property and use rights with limited complicating factors.  Determines the properties to be acquired to satisfy the requirements for specific projects and the nature of the acquisitions, (i.e., fee simple, easement, leasehold, mineral and other rights, permit or license).  Performs routine negotiations with property owners to obtain information as to current status of the land and gain acceptance.  Verifies with local government offices that there will be no critical conflict of interest between the Air Force and the local jurisdiction concerning use of lands and resources.  Provides guidance on realty matters to site selection teams.  Prepares programming document with justification for site selected.  Coordinates with authorized real estate agent in the acquisition or leasing of property.  Reviews terms and conditions of final documents.

STANDARDS:
A.  With rare exception, determinations fully satisfy the functional user’s requirements and are cost effective.

B.  Almost always uses tact and diplomacy in negotiations.

C.  Typically provides professional and timely advice and ensures all necessary coordination is obtained.

KSA:  1, 4, 5, 6
__________________________________________________________________________________________________

DUTY 4:








%
Critical



Performs work associated with the processing of excess land or proposed facility disposal actions.  Disposes of property in prescribed geographic areas with few environmental concerns and a large real estate market in which sales have little economic impact.  Prepares declaration of excess and/or other facility disposal actions involving land and facilities.  Performs detailed surveys and analysis of building conditions, determines retention of easement or recapture rights and restoration costs of lease property, and recommends method of disposal.  Ensures that property is in a condition that complies with the terms of leases or other authorizing documents.

STANDARDS:
A.  In most cases, accurately prepares declaration of excess and/or other facility disposal actions.

B.  Generally ensures that disposal actions are taken in a timely and cost effective manner.

C.  Almost always recommends methods that are in the best interest of the government.

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

DUTY 5:








%
Critical



Performs data analysis and reports.  Reviews and updates installation real property accountable records.  Evaluates work orders, contracts, and other real property transactions for completeness and supporting documents.  Submits reports on the results of inventories, surveys, or inspections, including excess space or facilities.  Prepares and coordinates documents for approved disposal and utilization changes and forwards those requiring higher approval.  Takes appropriate corrective actions to keep real property information current.

STANDARDS:
A.  Usually provides timely and accurate reports and data analysis on trends, recommendations, and/or solutions.

B.  With few exceptions, ensures accuracy and reliability of records and reports.

C.  Routinely establishes effective controls and appropriate suspense dates, and follows up to ensure that required action and responses are made within deadlines.

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

__________________________________________________________________________________________________

DUTY 6:








%
Critical



Counsels and advises government and municipal officials concerned with the properties and their use.  Provides advice on real property acquisition, management, utilization, disposal, and related matters.  Obtains and/or conveys information about property management programs of the installation contributing to a cooperative work environment and accomplishment of realty related requirements and objectives.  Facilitates resolution of realty issues/problems and achievement of objectives.
STANDARDS:
A.  Nearly always exercises tact and diplomacy and gains acceptance and compliance with established policies.

B.  Typically addresses concerns in an effective manner and presents appropriate alternatives or a solution to issues or problems.

C.  Usually contributes in a positive manner to a cooperative work environment.

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

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of commonly applied real estate principles, rules, regulations, and practices as well as agency, state, and local government procedures and appropriate statutes and policies.

2.  Knowledge of outgrant procedures and required documentation.

3.  Knowledge of property disposal policies and procedures.

4.  Knowledge of space management and utilization practices and techniques, and policies and procedures for real property documentation and records.

5.  Skill in gathering, evaluating, and interpreting data to arrive at valid conclusions and offer meaningful recommendations.

6.  Ability to communicate effectively, both orally and in writing using tact and diplomacy.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required by the Position



Level 1-6
950 Points

-- Knowledge of commonly applied real estate principles, rules, regulations, and practices; and a general understanding of real estate markets.  Knowledge and understanding of agency, state, and local government realty statutes, policies, and procedures.  Knowledge of outgrant and standard space management practices and techniques.

-- Knowledge of commonly used contracting rules, regulations, and procedures to acquire interests in or dispose of properties.

-- Basic knowledge of environmental laws and regulations to determine the appropriateness of alternative uses of land or property considering the presence of hazardous waste and the impact on cost effectiveness of acquisition or disposal projects.

Factor 2, Supervisory Controls





Level 2-3
275 Points

The supervisor defines the objectives, priorities, and deadlines of assignments and assists employees with situations that have no clear precedents.  Guidance is provided on unique or unusual assignments.  The employee plans and carries out successive steps and handles problems and deviations in accordance with instructions, policies, previous training, or accepted real estate and/or contracting practices.  The supervisor evaluates the work for technical soundness, appropriateness, and conformity to policies and procedures.  Methods used to complete the work are not normally reviewed in detail; however, work is reviewed for conformance with contracting and other applicable regulations.

Factor 3, Guidelines






Level 3-3
275 Points

Numerous guidelines, including agency policies, practices, precedents, and regulations are available.  The guidelines cover most realty work, but may not be completely applicable or sufficiently comprehensive.  The employee uses judgment to make limited changes and adaptations to guidelines, such as modifying standard lease and contract clauses.  They analyze the results of adaptations and recommend further changes to guidelines.

Factor 4, Complexity






Level 4-3
150 Points

The work includes various duties involving different and unrelated realty processes and methods.  Assignments include a variety of outgrant, acquisition, management, and/or disposal transactions with few complicating characteristics.  In deciding what approach to take, the employee studies such aspects as the functional user’s needs, the characteristics of properties, and the most economical vehicle for outgrant, disposal, acquisition, etc.  The employee selects and applies established real estate techniques and standards.

Factor 5, Scope and Effect





Level 5-3
150 Points

The purpose of the work is to deal with or resolve a variety of conventional problems, questions, or situations.  The employee acquires, manages, and/or disposes of commonly transferred properties using well established real estate practices and approaches, routine negotiation techniques and strategies, readily available comparative sales data, and standard contracting methodology.  Transactions and property management actions completed, or recommendations made, affect the efficiency of installation realty operations and/or ensures that federal regulations and requirements are complied with and implemented properly.

Factor 6, Personal Contacts





Level 6-2
25 Points

Personal contacts are with employees in the same agency, but outside the immediate organization, usually realty specialists, appraisers, and functional experts (e.g., space planners, engineers, cartographers, attorneys, etc.) from various levels.  Contacts also include members of the general public (e.g., property owners, local government, real estate agents, etc.), as individuals or groups, in a moderately structured setting.

Factor 7, Purpose of Contacts





Level 7-b
50 Points

The purpose is to plan, coordinate work, or advise on efforts and resolve operating problems 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 is primarily performed while sitting.  However, there may be some bending, walking, standing while inspecting residences and office or storage space, or carrying light objects such as floor plans, sales or contract file folders, computer reports, or digests of sales.

Factor 9, Work Environment





Level 9-1 
5 Points

The work is usually performed in an office setting.  However, there may be occasional exposure to risks when the employee makes on-site inspections of properties, particularly undeveloped property or property under construction.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  Work may occasionally require travel away from normal duty station.

2.  The employee may be required to travel on military or commercial aircraft.

__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM PCS for Realty Series, GS-1170, TS-125 dated August 1993.

GS-09 Point Range:  1855 - 2100

Total Points:  1885

Grade:  GS-9

CLASSIFICATION REMARKS:  None

NOTE(S) TO USERS:  
1.  Skill code DRLXXX = 20% DRLLNM, Realty Specialist/Land Management, 20% DRL1HA, Realty Specialist/Disposal, and 10% DRLUWD, Realty Specialist/Land Acquisition.

2.  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.  

3.  SCPD was updated 04/11/03.  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 7 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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