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JOB SHARE:
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See Note to Users
SENSITIVITY:

BUS:
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KEY POSITION:

POSITION HIST:
Application of New Standard
__________________________________________________________________________________________________

CLASSIFICATION:  Telecommunications Specialist, GS-0391-12

DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:

CMY           Communications

1ST SKILL CODE: 
100%
RFBPLP
Telecommunications Manager/Specialist/Plans/Policies/Procedures

2ND SKILL CODE:

3RD SKILL CODE:

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 03/03/03
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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Reviewer
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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 serve as manager/monitor for telecommunications systems, plans, and programs of the command.

The organizational location of this position is:
__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:

The organizational goals or objectives of this position are:
__________________________________________________________________________________________________

DUTY 1:






%
Critical

Plans and develops methods, procedures, policies, and techniques governing command-wide decisions on telecommunication systems.  Keeps abreast of emerging technologies and develops plans, designs, and specifications for various types of telecommunications in support of computer systems projects including consideration of facility and infrastructure for the organization.  Responsible for all telecommunication matters pertaining to planning, programming, developing/modifying, and complying with telecommunications systems policies and procedures.  Makes recommendations to resolve command-wide decisions involving difficult and controversial policy issues and unusual telecommunication requirements, which are not covered by established criteria.  Develops new and improved operational procedures and techniques.  Researches trends and patterns to deviate from traditional methods, and to implement new or improved communication methods and procedures.

STANDARDS:
A.  Regularly provides timely and appropriate policy and/or procedural guidance.   

B.  Normally ensures organizational compliance of procedures/policies with both local and high level directives.  

C.  With rare exception, promptly develops policy, methods, procedures, and techniques which are responsive to the organization’s needs.

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






%
Critical

Implements telecommunication programs and special projects.  Serves as a project officer responsible for the successful implementation of various telecommunications programs/projects without technical assistance.  Updates documentation and maintains listings of all authorized equipment for assigned programs.  Provides staff assistance on annual inventories.  Provides guidance on capabilities, limitations, and peculiarities of the solutions under consideration.  May serve on committees or planning groups concerned with future systems, requirements, and/or specifications.  

STANDARDS:
A.  Generally implements programs ensuring documentation and inventories are accurate.

B.  On a regular basis, effectively prepares implementation plans and programming documents and completes a variety of special projects in a timely manner.

C.  Routinely identifies, organizes, and leads implementation/strategy teams in an effective manner.

KSA:  1, 2, 4, 5
__________________________________________________________________________________________________
DUTY 3:






%
Critical

Prepares budget, technical reports, staff studies, and briefings.  Prepares budgetary data and justification in support of programs/projects.  Develops reports on the contractor’s technical quality performance.  Prepares correspondence and project status reports.  Investigates and analyzes a variety of unusual telecommunications problems, questions, or conditions associated with formulating studies to improve or alter major telecommunication systems.  Prepares studies on improving existing telecommunication systems.  Prepares and presents briefings.  May be required to represent the organization at meetings.  

STANDARDS:
A.  Usually conducts briefings in a professional manner.

B.  With rare exception, efficiently and effectively prepares budget estimates and maintains cost data.

C.  Typically provides technically accurate reports, surveys, and studies in a timely manner.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________
DUTY 4:






%
Critical

Coordinates the preparation of and reviews telecommunications statements of work (SOW).  Provides criteria and standards for specialized, difficult, or unusual requirements.  Reviews plans, specifications, maintenance requirements, and cost estimates of contracting firms to ensure modernization of communications and computer requirements comply with program goals and objectives.  Serves on source selection boards and acts as the technical representative to the contracting officer in negotiation and administration of design contracts.  Monitors contractor performance and serves in a liaison capacity between contractors and Air Force officials to resolve a wide variety of problems involving high value telecommunication systems.  May act as a technical expert for the contracting officer on dispute claims resolution for contract work.  Determines the best approach in terms of cost, system capability, customer requirements, and available technology for projects.  

STANDARDS: 

A.  Ordinarily develops accurate SOWs and ensures completion within established time frames.

B.  On a regular basis, accurately coordinates and performs reviews of design documents and ensures requirements are met and contacts are fully monitored.

C.  Almost always represents the contracting officer effectively.

KSA:  1, 2, 3, 4, 5
__________________________________________________________________________________________________
DUTY 5:






%
Critical



Participates in discussions, meetings, committees or special projects and presents briefings and prepares recommendations and reports.  Presents clear, concise and well-structured oral presentations that address the designated issues.  Identifies problems and attempts to resolve conflicts in a timely manner through persuasive discussions with responsible members in a meeting or working group.  Coordinates with base officials and working groups, telephone companies, manufacturers, vendors, customers, and engineering/installation personnel.  Provides reports and recommendations so that problems and solutions for major segments of a system are resolved without jeopardizing the mission.  Prepares reports with recommendations to accept/reject over the counter telecommunications software.  Provides briefings and develops recommendations concerning long-range information system objectives.  Provides input in the development of operator’s manuals and instructions so that there is adequate explanation and instruction to prevent work stoppage or slowdown.  

STANDARDS:
A.  In most cases, communicates effectively and written reports and oral presentations are organized, complete, concise, accurate, and professionally delivered.

B.  Normally submits thorough and timely recommendations that produce effective results.

C.  Nearly all the time, effectively presents and resolves issues, program considerations, and technical interests with agency specialists, managers, and/or other military departments or support agencies. 

KSA:  1, 4, 5
____________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of a wide range of telecommunications theories, concepts, principles, and practices, procedures, policies, standards, operational requirements; and of operational and performance characteristics of telecommunications to develop procedures/policies/practices for local use.

2.  Knowledge of performance characteristic telecommunications equipment, systems, services, and transmission media to evaluate new devices, proposals, and approaches.

3.  Knowledge of associated methods and techniques such as contracting procedures/legal requirements, cost analyses, and budgets. 

4.  Ability to communicate effectively both orally and in writing to identify, direct, or coordinate actions required in providing needed service.

5.  Ability to analyze/apply specialized communication methods and analytical techniques involving telecommunication systems (e.g., systems compatibility, circuits, switches, distribution, satellite linkages, and networking).

6.  Ability to research patterns to develop new methods, criteria, or proposed new telecommunications policies and procedures.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required





Level 1-7
1250 Points

-- Knowledge of a wide range of communications concepts, principles, and practices.  Work encompasses complex and uncommon interfaces and policies and practices; sources of technical data to evaluate new devices, proposals, and approaches; and a practical understanding of contracting procedures and legal requirements.

-- Knowledge of DoD and Air Force communications regulations, services, and instructions to ensure telecommunications services are in compliance with applicable regulations and instructions.  

-- Knowledge of operational and performance characteristics of telecommunications to develop procedures/policies/practices.  

-- Knowledge of commonly used practices, guides, and a broad range of operating techniques concerning both standard and unique communications systems design installation and concept of operations.

-- Knowledge of the DoD and Air Force budgetary system, contract procedures, and legal requirements and how they apply to planning and programming of communications systems.  

-- Ability to review, analyze, and resolve difficult and complex problems involving systems compatibility, both installation-wide and external interoperability, circuits, switches, distribution, satellite, linkages, and networking.

-- Ability to develop and apply policies, methods, procedures, and techniques in communications system design and installation to operating situations and problem resolutions.  

Factor 2, Supervisory Controls





Level 2-4
450 Points

The supervisor sets overall objectives and responsibilities; priorities and deadlines are jointly determined.  The employee plans and carries out work independently, coordinating as necessary, resolving most problems that occur.  The supervisor may be consulted on the resolution of difficult problems, and is kept informed of progress and potentially controversial situations.  Work is reviewed in terms of feasibility, results achieved, customer satisfaction, and conformance to policies and requirements.  

Factor 3, Guidelines






Level 3-4
450 Points

Federal Communications Commission (FCC), DoD, Air Force and HQ policies, regulations, and directives are available but are stated only in general terms and of limited use.  The employee uses resourcefulness in deviating from traditional methods, often researching trends and patterns to develop new methods, criteria, or proposed new policies.  The employee exercises considerable judgment in relating technical developments or requirements to the work of specific activities or projects.  Develops guidelines for installation level telecommunications activities.

Factor 4, Complexity






Level 4-4
225 Points

The work involves analysis and testing of a variety of established techniques and methods to evaluate alternatives for telecommunications systems and equipment and arrive at decisions, conclusions, or recommendations to customers using a variety of different and unrelated telecommunications capabilities.  Approaches and techniques must be tailored to fit the circumstances and limitations encountered.  The number and types of systems used present frequent and continuing problems in compatibility and interoperability, requiring tailored solutions, “workarounds”, and additional local “fixes.”  Considerable review and analysis is required, as well as research and evaluation of costs and benefits of possible solutions.

Factor 5, Scope and Effect





Level 5-4
225 Points

The work involves investigating and analyzing a variety of unusual telecommunications conditions, problems, or questions; developing plans/policies, and providing technical advice/assistance.  The work affects telecommunications operations, installation, and maintenance practice in different functional operations within the command.  Responsible for developing alternatives and solutions to a variety of problems.  Solutions affect the entire realm of the telecommunication spectrum and frequently cut across geographic lines within the agency.

Factor 6, Personal Contacts





Level 6- (see Factor 7)

Contacts, in addition to those within the command, are with vendor representatives, telecommunications and computer personnel of other agencies, representatives of professional associations, and contractor personnel.  Contacts may also include the head of the employing agency or program officials several managerial levels above the employee when such contacts occur on an ad hoc or other irregular basis.

Factor 7, Purpose of Contacts





Level 7-3c
180 Points

The purpose is to influence, motivate, interrogate, or control persons or groups.  Contacts may be fearful, skeptical, and/or uncooperative.  Incumbent must be skilled in working with individuals/groups to obtain the desired results.

Factor 8, Physical Demands





Level 8- (see Factor 9)
Work is principally sedentary.  No special physical demands are involved.  There may be some walking, standing, bending, or carrying of light items.

Factor 9, Work Environment





Level 9-1a
10 Points

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

____________________________________________________________________________________________

Other significant facts pertaining to this position are: 
1.  The employee may be required to work other than normal duty hours, which may include evenings, weekends, and/or holidays.

2.  Work may occasionally require travel away from the normal duty station.

3.  The employee may be required to travel on military and commercial aircraft.

4.  Recall to duty may be a requirement of this position.

5.  Overtime and/or emergency overtime may be required.

____________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDS USED:  OPM Position Classification Standard for Telecommunications Series, GS-0391, TS-94 dated March 1990; OPM Job Family Position Classification Standard for Administrative Work in the Information Technology Group, GS-2200, covering the GS-2210, Information Technology Management Series, May 2001.

CLASSIFICATION REMARKS:  

This position is evaluated by the OPM Position Classification Standard for Telecommunications Series, GS-0391, as follows:

FL 1-7/1250; 2-4/450; 3-4/450; 4-4/225; 5-4/225, 6/7-3C/180; 8/9-1A/10
GS-12 Point Range:  2755 - 3150

Total Points:  2790

Grade:  GS-12

Final Classification:  Telecommunications Specialist, GS-0391-12

NOTES TO USERS:  

1.  This SCPD is intended for positions in the SC functional community.  Minor changes, including subject matter skill code shreds, may be made to fit local requirements as long as the changes do not affect the classification or staffing patterns of this SCPD.

2.  Position may be covered by Career Program.  Classifiers should contact Communications and Information Career Program to determine Career Program coverage.
3.  This position was reviewed due to application of new standard 03/03/03 and the following updates were made:

Performance standards were changed from absolute to non-absolute.

Number of KSAs was revised from 7 to 6 and KSAs were re-linked to the duties of the position.

*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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