STANDARD CORE PERSONNEL DOCUMENT                                                                              Number:  9G501

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:  9G501

SUPV LEVEL CODE:  8

COMP LEVEL CODE:  61GA

TARGET GRADE:  09

FLSA:  Non-Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:  Non-Critical Sensitive
BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:  Application of New Standard


__________________________________________________________________________________________________
CLASSIFICATION:  Air Traffic Assistant, GS-2154-09

DUTY TITLE:  Airfield Management Shift Leader

__________________________________________________________________________________________________
ORG & FUNC CODE:

OPY
      Operations

1ST SKILL CODE:
100%
ASY
Air Traffic Assisting

2ND SKILL CODE:


3RD SKILL CODE:


__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 01/23/03
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:

[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 provide pilots a variety of critical information and assistance for planning and conducting a safe flight and to provide oversight for Flight Services and airfield operations during a shift of operation.

The organizational location of this position is:  Operations Support Squadron; Airfield Operations Flight; Airfield Management/Base Operations function.

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:
The organizational goals or objectives of this position are:  To provide pilots pre-flight, enroute, and post-flight services similar to a Federal Aviation Service Station (FSS).  Coordinate and maintain liaison with military, federal, international, and local agencies concerning flight planning, training, route utilization, flight movement messages, search/rescue operations, and base contingency/operational plans.  Conduct airfield inspections/checks to ensure adherence to airfield standards.

__________________________________________________________________________________________________

DUTY 1:








%
Critical


Furnishes pilots with a full range of services pertinent to pre-flight planning.  Reviews flight plans for accuracy and completeness, ensures accurate and timely input of flight plans into the National Airspace System (NAS).  Provides pilots detailed information critical to flight safety products and information for safe aircraft movement.  Information includes availability of alternate airports and facilities, status and limitation of navigational aids, special use airspace activity, range and training route activities, air traffic system restrictions and procedures, communications requirements, airfield conditions, hazards, restrictions, and aircraft/personnel clearance requirements for international flights.  Conducts pilot briefings, as needed, for an array of pre-flight and airfield services.  Reviews flight plans with pilot for completeness and for compliance with Department of Defense (DOD), Air Force, Federal Aviation Administration (FAA) and International Civil Aeronautical Organization (ICAO) rules and directives, makes changes as required.  Accurately inputs flight plans into the NAS. 

STANDARDS:
A.  Normally ensures accuracy of flight plans and compliance with existing directives, discusses with pilot, and recommends appropriate changes.

B.  Almost without fail, accurately inputs flight plans into the NAS.

KSA:  1, 2, 3, 5

__________________________________________________________________________________________________
DUTY 2:








%
Critical

Provides en-route and post-flight information for all inbound aircraft; determines when aircraft are overdue and initiates search and rescue.  Responds to airfield aircraft emergency and accidents/incidents.  Coordinates with on/off base agencies for billeting, messing, refueling, transportation and transient aircraft maintenance.  Processes inbound flight plan changes.  Provides Notices-to-Airmen (NOTAM) and airfield advisories on local, en-route, and destination air traffic services and airfield conditions; promptly relays aircraft movement messages; provides information on current weather, airfield status, navigational aids and other data pertinent to flight safety.  Coordinates all changes with appropriate parties (ICAO, FAA, Approach/Departure Controls, and military/FAA Control towers).  Operates various communications devices such as radio, desktop computer, intercoms, etc, to communicate with pilots in flight and to obtain and receive flight information on aircraft.  Provides accurate and timely coordination with support agencies for in-flight and ground emergency information.  Responds to aircraft emergencies, accidents, and incidents on the airfield.  Determines the need and has the authority for closing a runway, taxiway or any other part of the airfield movement area when a hazardous condition is evident.  Acts on and coordinates pilot requests for civil and foreign aircraft landings, aircraft servicing, and passenger and cargo handling.  Processes request for Prior Permission Required (PPR), quiet hours, or Official Business Only (OBO).  Ensures accountability and availability of COMSEC material for transient aircrews.  

STANDARDS:
A.  Provides accurate en-route and post-flight information for inbound aircraft, accurately determines when aircraft are overdue, and initiates search and rescue in a timely manner.

B.  Provides accurate and timely coordination with support agencies for in-flight and ground emergency information; responds to aircraft emergencies, accidents, and incidents on the airfield; and determines the need to close runways, taxiways, or any other part of the airfield movement area when a hazardous condition is evident.

C.  Consistently ensures accountability and availability of COMSEC material for transient aircrews.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________
DUTY 3:








%
Critical


Inspects and/or checks the airfield for flying safety hazards to include compliance with airfield criteria, aircraft foreign object damage and bird aircraft strike hazards.  Inspects/checks focus on condition of runways, taxiways, aprons, operational status of airfield support facilities (airfield lighting, barriers, navigational aids, etc.) and obstacles that are violations to airfield standards.  Conducts an airfield check prior to the start of flight operations and after each in-flight/ground emergency.  Conducts airfield checks to determine runway surface conditions (RSC) and runway condition readings (RCR).  Reports results to air traffic control agencies and base flying units.  Conducts airfield inspections in the absence of the Chief or Assistant Chief Airfield Management.  Initiates action to eliminate violations to airfield criteria, imposes airfield restrictions as required, tracks status of violations.  Declares bird watch conditions based on observations of bird activity or information received from airborne aircraft, air traffic control, or other base personnel.  Maintains vigilance on the bird watch condition, and upgrades or downgrades the condition based on updated information.  Disperses wildlife from the airfield using appropriate equipment to avoid conditions that are hazardous to aircraft operations.  Initiates, revises, and cancels NOTAMs on airfield support facilities and air traffic services.  Advises pilots, air traffic control facilities and other on/off base agencies. 

STANDARDS:
A.  Airfield inspection activities are consistently completed in a professional and timely manner.

B.  Stays alert to bird watch conditions, reporting it in a timely manner, taking appropriate actions to disperse birds, and monitoring the situation until the condition is resolved.

C.  Almost always accurately issues, revises, and cancels NOTAMS on airfield support facilities and air traffic services in a timely manner.

KSA:  1, 2, 3, 4

__________________________________________________________________________________________________
DUTY 4:








%
Critical

Responsible for the effective operation of flight data and airfield activities during the shift of duty.  Makes work assignments to other assistant(s) on the shift.  Approves leave for short periods of time and recommends approval/disapproval of leave requests for more than one day.  Trains newly assigned civilian and military personnel.  Conducts and documents initial, upgrade, and local qualification training for military personnel assigned to the shift.  Reports security violations to appropriate personnel when discovered.  Ensures appropriate safety equipment and protective clothing/gear are worn when mandated.  Reviews pertinent operational plans (OPLANS), and provides input to quick reaction checklist and administrative policies and procedures.  Maintains documentation of events on the shift, traffic logs and other necessary forms to document coordination of airfield/aircraft activities.  Advises the Chief, Airfield Management on status of the airfield and air traffic services.  Distributes and ensures availability of critical flight safety publications and products.  

STANDARDS:
A.  Typically operates the shift with only minor problems needing to be reported to the supervisor.

B.  Ensures employees are in strict compliance with security, safety, and health procedures and regulations and promptly reports any observed or identified violations in accordance with established guidelines.  

C.  Typically reviews OPLANS and provides meaningful input to quick reaction checklists and administrative policies and procedures.

KSA:  1, 2, 3, 4 

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of DOD, USAF, FAA and ICAO air traffic system laws, rules, regulations, and procedures, aircraft characteristics and airfield criteria, and flight planning information systems.

2.  Knowledge of the procedures related to flight handling, routing, airways and airspace structures, and the relationship and coordination required between flight service and other components of the air traffic system.  

3.  Ability to communicate effectively and tactfully with military and civilians of all ranks.  

4.  Ability to act decisively in emergency situations.  

5.  Ability to operate various communications devices such as radio, desktop computer, intercoms, etc., and knowledge of procedures for message and report preparation, and notification procedures. 

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-6
950 Points

-- Knowledge of applicable DOD, FAA, and ICAO air traffic system laws, rules, regulations, and procedures required for the safe conduct of flights within the NAS and overseas.

-- Knowledge of air traffic system routes, capabilities and limitations of navigational aids, terrain topography, terminal instrument procedures, airspace restrictions and management, and local air traffic system procedures.

-- Knowledge of aircraft flight characteristics configuration, which allows for appropriate response to in-flight and ground emergencies.

-- Knowledge of airfield criteria, conditions and safety factors that provide a basis for imposing restrictions to aircraft operations and issuance of NOTAMs.  

--- Skill in the use of flight planning equipment for transmitting CONUS and ICAO flight plans and messages in proper format.

-- Skill in radio/telephone procedures, message and report preparation, and notification procedures.

-- Skill in operations of computer systems in order to process NOTAM and flight plan information.

-- Ability to select pertinent information from the data available and impart it in a comprehensible manner to the aircrew.

-- Ability to determine type and nature of emergency situations so appropriate response actions can be initiated. 
Factor 2, Supervisory Controls





Level 2-3
275 Points

The supervisor provides general instructions concerning the broad objectives of the assignment and gives advice on any unusual conditions, anomalies and general administrative matters.  The employee is responsible for planning and carrying out the assignment; resolving most conflicts which arise; coordinating the work with other program managers as needed; and resolving issues.  When on a shift where the supervisor is not available, exercises duties with little direction by immediate supervisor and is expected to use initiative, judgment and knowledge of established guidelines to execute daily performance.  During accidents/incidents that are of a serious or sensitive nature, the incumbent must use independent judgment to prevent loss of life and property damage.  The immediacy of the situation demands that the incumbent be vested with the authority and responsibility to act independently in the performance of both the flight assistance and airfield management duties outlined above.  The employee keeps the supervisor informed of progress, potentially controversial matters, or far reaching implications.  Completed work is reviewed only from an overall standpoint in terms of feasibility, compatibility with other work, or effectiveness in meeting requirements or expected results.  Work is reviewed periodically for conformance and compliance with procedures.
Factor 3, Guidelines






Level 3-3
275 Points

Guidelines include agencies such as DOD, FAA, and International Civil Aeronautics Organization (ICAO) for rules, regulations, directives, and aeronautical information; however, specific guidelines are not available in some areas.  These guides are used to assure operational and safety requirements are met.  Local guidelines including Letters of Agreements, Memoranda of Understanding/Agreement, and Local Operating Procedures and Instructions are used to ensure safety and continuity of aircraft operations. Technicians must make decisions that affect airfield and aircraft safety, basing these decisions on sound, mature judgment, personal experience and common sense.  Frequent incidents of a serious or sensitive nature occur that are not covered by written guidance; therefore, the incumbent must initiate timely and correct responses independently.  Judgment is also required in assessing different hazardous conditions and applying established control procedures.
Factor 4, Complexity






Level 4-3
150 Points

Performs a variety of duties to provide shift supervision, control, and reaction to multiple activities simultaneously, and set correct priorities.  Work requires making decisions and authoritative interpretation of established methods and guidelines.  The employee is expected to take charge of situations that develop in the flight service section and on the airfield in order to ensure for continuous safe and effective operations.  Work assignments require assessing issues and problems complicated by incomplete data, unusual requirements, and various needs to modify normal practices and procedures to support flying mission requirements. 

Factor 5, Scope and Effect





Level 5-3
150 Points

The purpose of the work is to provide a safe and orderly environment for aircrew support and aircraft operations through the application of numerous USAF, FAA, and ICAO publications.  Must furnish aircrews the tools to plan and execute missions in a safe and timely manner.  Results of the work affect the organization’s ability to meet mission requirements.  In some instances decisions made will affect wing operations.  The services provided primarily enhance the overall safety and efficiency of flying operations, and contributes to the protection of life and property.  Failure to conduct duties in an acceptable manner could cause loss of life or property resulting in adverse publicity to the base, USAF, and government.  

Factor 6, Personal Contacts





Level/Points (see Factor 7)

Contacts are with military and civilian aviation personnel of various ranks and disciplines.  Specifically, contacts are with pilots and other aircrew members, distinguished visitors, FAA representatives, base visitors, air traffic control, weather, aircraft maintenance, safety, security, communications, civil engineering, cargo terminals, passenger terminals, and transient alert personnel.

Factor 7, Purpose of Contacts





Level 6/7-2B
 75 Points

Contacts are to facilitate services required to accomplish flying missions, and are necessary in providing pilots assistance, continuity of aircraft operations, airfield facilities, and flying safety.  Frequency of contacts and nature of service provided requires a courteous and helpful attitude to maintain effective working relationships.

Factor 8, Physical Demands





Level 8-1
  5 Points

The work is primarily sedentary.  However, some walking, standing, and stooping are required when checking runway conditions.   Some lifting and carrying of up to 50 pounds is required in handling flight publications, BASH equipment, and COMSEC keying equipment.  

Factor 9, Work Environment





Level 9-2

20 Points

The incumbent is frequently required to go outside in all types of weather to inspect the airfield.  Work involves moderate risks that require special safety precautions for noise, munitions, and moving aircraft.

____________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  The work may require irregular hours of work, rotating shifts and rest days, with periods of high stress.

2.  Flight line driver’s license and SECRET security clearance required.

3.  May be required to participate in Operational Readiness Exercises and Major Accident Response Exercises.

_________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDS USED:  HQAF/DPCC ltr, Subj: Air Force Airfield Management Guidance, dated 6 June 1996; US OPM Position Classification Standards for the Air Traffic Series, GS-2154; and US OPM Job Family Position Classification Standard for Technical Work in the Physical Sciences Group, GS-1300, August 2002.

CLASSIFICATION REMARKS:  

SERIES AND TITLE DETERMINATION:  The purpose of the position is to provide pilots a variety of critical information and assistance for planning and conducting a safe flight and to provide oversight for Flight Services during a shift of operation.  This assistance includes pre-flight, in-flight, and post-flight information.  Further, the position requires basic knowledge of and skill in applying air traffic control procedures, but does not require the knowledge of aircraft separation standards or the ability to provide the extensive pre-flight or in-flight safety weather briefings typically performed by positions classified as Air Traffic Controllers (Station). According to HQ AF/DPCC guidance, positions performing these support functions are properly classified in the Air Traffic Assistance Series, GS-2154.  The prescribed title is Air Traffic Assistant.  

GRADE DETERMINATION:  The GS-2154 Series Standard does not contain grade level criteria.  Therefore, grade determination must be made by comparison of the position with analogous classification standards.  The work performed in this series is determined most analogous to that contained in the Meteorological Technician Series, GS-1341. The Meteorological Technician Series, GS-1341 includes positions that perform nonprofessional work in weather forecasting, observation, documentation, research, or other areas of meteorology.  Practical knowledge of meteorological equipment, principles, and methods, as well as skill in collecting data, making observations, forecasting weather, and verifying data is required.   Positions in the GS-1341 Series do not require professional knowledge of meteorology.   

Grade levels for positions that are classified by cross-reference to the GS-1341 Series are determined by application of the US OPM Job Family Position Classification Standard for Technical Work in the Physical Sciences Group, GS-1300.  Application of this Job Family Position Classification Standard results in the following Factor Levels and Points for this position.

Factor Levels and Points:  1-6/950; 2-3/275; 3-3/275; 4-3/150; 5-3/150; 6/7-2B/75; 8-1/5; 9-2/20.

GS-09 Point Range:  1855 - 2100

Total Points:  1900

Grade:  GS-09

Final Classification:  Air Traffic Assistant, GS-2154-09.

NOTES TO USERS: 

1.  Classification is based upon the technical duties of the position.  The position functions as the senior Air Traffic 

Assistant during the shift of operation.  The position leads one Air Traffic Assistant who may be military or civilian.  However, the position cannot be evaluated by Part I, General Schedule Leader Grade Evaluation Guide, because it leads less than three employees.  

2.  Minor changes, including skill code shreds, may be made to fit local requirements as long as the modifications do not impact the classification or staffing patterns of the SCPD.

3. If the position requires higher than a secret clearance then the SCPD should be updated accordingly.

__________________________________________________________________________________________________
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