STANDARD CORE PERSONNEL DOCUMENT                                                                         Number: 9G519


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:  
9G519

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
FF4A

TARGET GRADE:
12
FLSA:
Exempt

JOB SHARE:

CAREER PROG ID:
D

SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:  See Note(s) To Users


__________________________________________________________________________________________________
CLASSIFICATION:  Realty Specialist, GS-1170-12

DUTY TITLE:  Realty Specialist

__________________________________________________________________________________________________
ORG & FUNC CODE:
ECY
Civil Engineering

1ST SKILL CODE:
100%
DRLCRM
Realty Specialist/Officer/Command Realty Management

2ND SKILL CODE:


3RD SKILL CODE:


__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 9/21/01

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 serve as a command Realty Specialist with responsibility for acquisition, disposal, and/or management of command real property assets, and in the investigation and resolution of the most complex and involved problems having exceptional economic, social, or political impact upon the community or environment.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:  

The organizational goals or objectives of this position are:
__________________________________________________________________________________________________

DUTY 1:









%
Critical

Provides authoritative advisory and technical assistance to installations and other MAJCOM functions on assigned real estate programs.  Responds to requests for advice/assistance from subordinate installations involving a wide variety of unusually complex real estate issues, and develops solutions to problems.  Advice and assistance frequently become command policy for implementation by subordinate units of the command.  Ensures proposed activities do not violate public laws and comply with Air Force policies.  Briefs distinguished visitors, including congressional staffers, on real estate matters to inform them of ongoing actions and seek their support of issues.  Interacts with numerous offices and agencies, such as the Deputy Assistant Secretary of the Air Force (Installations) (SAF/IEI), SAF General Counsel (SAF/GCN), and the Air Force Real Estate Agency (SAF/IEIR), advising them on major real estate issues impacting the command and efforts to resolve problems.  As assigned, represents the MAJCOM real estate program with a wide variety of internal and external officials.  Presents and explains the MAJCOM positions and obtains support and cooperation in achieving MAJCOM goals and objectives.  

STANDARDS:
A.  Normally stays abreast of real estate program trends and changes, ensuring command policies promote effective management of all real property, promote environmental stewardship, and represent viable solutions to identified problems.

B.  Typically provides accurate appraisals of the effectiveness of subordinate installation programs and makes supportable recommendations for corrective measures.  
C.  Typically represents the real estate program in a professional manner.
KSA:  1, 3, 4, 5  

__________________________________________________________________________________________________
DUTY 2:









%
Critical

Manages assigned command real estate programs, such as:  (Check all that are applicable)

_____  Serves as point of contact for all acquisition actions, working closely with the overall Program Manager for the project, HQ Staff, and installations to insure all acquisitions are concluded in a timely manner.  Negotiates complex, controversial, and technical cases and those having exceptional impact on landowners for property from local, state, other federal agencies, and private individuals.  Analyzes and reviews requests for real estate acquisition from installations.  Determines appropriate method of acquisition and type of real estate interest to be acquired, taking into consideration the intended use, nature of operational requirements, impact on the civilian economy, and other pertinent factors. Coordinates acquisition actions with the MAJCOM staff, numbered Air Forces, and SAF, as appropriate.  Attends public hearings on planned acquisitions.  As a member of the hearing board, assures property owners that their interest will be protected, 

explains Air Force policy on land acquisitions; responds to questions on technical real estate matters, Public Laws, leasing practices and acquisition; and solicits property owners support of Air Force acquisitions.

_____  Directs disposal actions on assigned installations or MAJCOM wide, working closely with the overall Program

Manager for the project, HQ Staff, and installations to insure all disposal actions are concluded in a timely manner.  Weighs alternatives, makes decisions on the most complex or controversial matters with widespread impact on affected communities, and coordinates the disposal of the sites having exceptional economic, environmental, and social impact on citizens who have relied on services provided by USAF.  Works closely with the command Environmental Coordinator to insure all environmental requirements are met to allow disposal of the property.  Insures that actions are taken in accordance with Public Law; Air Force Regulations; and the McKinney Act.  Reviews base land and facility utilization to identify excess in accordance with E.O. 12512.  Directs subordinate units to prepare Declaration of Excess (DE) on property excess to command requirements.  Reviews the DEs and recommends disposal action to the proper authority.

_____  Directs management actions on assigned installations, working closely with the overall Program Manager for the project, HQ Staff, and installations to ensure out grants are concluded in a timely manner.  Insures all MAJCOM property is fully utilized to its highest and best use under the multiple use concept.  Coordinates outgrant proposals with SAF when they exceed MAJCOM approval authority, and takes action to implement them.  In most cases, must convince others to accept the terms of agreements offered by the Air Force.  Insures the renewal or extension of outgrants conform to the current Air Force Real Estate program and policies, and negotiates or directs other federal agencies to negotiate renewals, extension, or cancellation of outgrants.  Provides SAF with data on the availability of real property facilities through processing of various real estate reports.  Directs and/or conducts negotiations for the command Civil Engineer with representatives of other military services to effect tenancy use of installations between DOD agencies, or when appropriate, accomplishes interdepartmental transfer of real estate in accordance with Executive Order 12512.  Visits bases of other commands as the command Civil Engineering representative to negotiate such agreements, and makes command decisions on the most complex and disputable issues.  Implements tenancy use arrangements or real estate transfer actions in coordination with HQ Staff, HQ USAF, SAF, and subordinate units.  Monitors requirements for rental appraisal of government quarters (family housing and unaccompanied billeting facilities).  Establishes time schedule for performance of new appraisals.  Reviews and approves Appraisal Reports of Utilities and Service Charges.  Takes appropriate action to insure that rental charges established are in compliance with current regulations, OMB requirements, and Public Laws.

STANDARDS:
A.  Typically meets projected goals and objectives, and manages assigned program(s) in a satisfactory manner.
B.  Normally carries out representational activities in a professional manner. 

C.  Almost always provides accurate and timely information to SAF. 

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________
DUTY 3:









%
Critical

Evaluates the effectiveness of the assigned real estate program(s) in meeting legal and regulatory requirements and the needs of member’s assigned housing.  Periodically initiates and monitors real property surveys.  Conducts staff visits to installations to review administrative management and operation of installation real estate activities.  Ensures that appropriate action is taken to correct inadequacies.  Develops recommendations to improve the efficiency of installation level real estate management and utilization procedures.  

STANDARDS:
A.  Typically plans and carries out program evaluations in a satisfactory manner with adequate documentation to support findings.
B.  Normally, recommendations for improvements to installation level programs are well thought out and are supported by appropriate rationales.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of Federal, State, DOD, and Air Force laws, regulations, principles, policies, and practices of real estate acquisition, disposal, and/or management programs.

2.  Skill to conduct regular or periodic reviews of subordinate organization real estate programs and evaluate results to assess accomplishment of Command, Air Force Real Estate Agency, or HQ USAF program requirements.

3.  Ability to analyze and interpret a wide variety of issues and formulate policies or procedures to provide guidance to installation level real estate personnel.

4.  Ability to develop and maintain good working relationships with people of diverse backgrounds and interests.

5.  Ability to communicate orally and in writing.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1,  Knowledge Required by the Position



Level 1-7
1250 Points

-- Knowledge of a wide range of real estate principles, concepts, and practices as well as a good understanding of the real estate market to perform work such as acquiring property or space, or providing guidance to other agencies, or State and local governments on such matters as  (1) the acquisition of space, relocation of employees, tenants, and/or property owners, or land use constraints, in situations involving a combination of complicating factors such as unusual and diverse uses; a wide range of acquisition methods; incomplete, inaccurate, conflicting ownership information; numerous or unusual encumbrances on titles, few comparable properties, clients with unusual, extensive, or rapidly changing needs, etc.;  (2) disposing of Federally owned property or property obtained through foreclosure of defaulted insured loans that may involve numerous environmental concerns, limited or unstable markets, unusual security problems, numerous public conveyance, extensive damages that make the property difficult to sell, and/or significant economic impact on local real estate markets; and/or (3) providing command level oversight and guidance to installation level Realty Officers on the management of real estate assets as to the conduct of extensive inventories, utilization surveys, or compliance inspections of Federally controlled space or property, in some cases involving multiple client agencies, and managing land use at subordinate installations and the conduct of reviews of short and long range plans for substantial geographic areas with and extensive Federal population with extensive inventories of Federally controlled property.

-- Knowledge of related legislative matters and legal precedents to provide advisory services to management, technical, and supervisory personnel in government, public, or private institutions and agencies; to explore and develop new techniques and methodology; and to effect solutions to unique or unusually complex problems regarding real estate activities.

-- Knowledge of a range of contracting rules, regulations, and procedures relating to the acquisition, disposal, and/or management of goods and services, including construction of new buildings, and the acquisition of real property. 

Factor 2,  Supervisory Controls





Level 2-4
 450 Points

The supervisor sets the overall objectives and resources available.  The employee and supervisor, in consultation, develop deadlines, projects, installations, or geographic area for which the incumbent is responsible.  The employee plans and carries out assignments; resolves conflicts that arise; coordinates the work with others; and interprets policy on own initiative in terms of established objectives.  The employee keeps the supervisor informed of progress and potentially controversial matters.  Overall, the supervisor reviews the work for feasibility, compatibility with other realty or land use projects, and effectiveness in meeting goals and requirements.  

Factor 3,  Guidelines






Level 3-4
 450 Points

Guidelines typically include agency policies and precedents, accepted real estate principles and practices, and laws that provide a general outline of the concepts, methods, legal requirements, and goals of the command real estate program.  The employee must be able to take these guidelines, and apply them to complex, controversial, or unusual problems, transactions, and negotiations not covered by the guidelines.  Uses initiative and ingenuity to deviate from accepted real estate practices to solve complex problems.  Devises innovative approaches acquiring property, resolving environmental concerns, and proposes new or revised policies that may impact on the command’s mission.

Factor 4,  Complexity






Level 4-4
 225 Points

The work involves the use of many different and unrelated realty processes and methods in the acquisition, management, or disposal of a wide variety of properties with unusual combinations of diverse characteristics.  Assignments may require negotiations in sensitive or unpredictable situations with reluctant or uncooperative property owners, with Federal, State, and local officials.  The employee uses originality in planning the scope and direction of realty projects or identifying problems.  Employees plan transactions and projects that typically involve in-depth analysis and evaluation of unique and often conflicting combinations of characteristics, issues, and alternatives to determine the applicability of established realty practices and methods.  Transactions typically involve multiple and/or conflicting uses, conflicting legal or environmental concerns, frequently changing program requirements, relocation issues, special military needs involving difficult technological requirements, and community opposition.  
Factor 5,  Scope and Effect





Level 5-4
 225 Points

The work involves planning and completing complex real estate transactions and property management activities.  Employees use a wide range of real estate techniques and methods to acquire, manage, and dispose of properties with diverse or unusual characteristics.  The employee investigates and analyzes a wide variety of problems and questions to arrive at solutions; provide guidance on specific real estate principles, regulations, practices, methods, and techniques; and recommends new or modified policies when required.  Recommendations and transactions affect a range of command activities, including the efficient completion of acquisition or disposal projects needed to meet program objectives and long-range goals.  New or modified techniques used in real estate transactions set precedents for future real estate projects.  Results of the work may affect the economic well being of the military community.

Factor 6/7, Personal Contacts and Purpose of Contacts


Level 6/7-3c
 180 Points

Contacts include SAF/IEIR, AF, and Major Command staffs, other service agencies, GSA and Corps of Engineer staff, Wing and Support Group Commanders, installation real estate staff, other Command staff, community groups or officials including congressional staff, State and Municipal officials, real estate agents, appraisers, industry representatives, property owners, security police, and contractor personnel.

The purpose of contacts is to coordinate work, advise on efforts and resolve operating problems by educating, influencing, and motivating individuals and groups who may be skeptical or uncooperative.  This requires skill to establish rapport, and use persuasive or negotiating skills to obtain the desired effect.

Factor 8, Physical Demands





Level 8-1
  5 Points

The work is primarily sedentary.   There may be some walking, standing, bending, carrying of light objects, or driving an automobile.  No special physical demands are required.

Factor 9, Work Environment





Level 9-1
  5 Points

The work involves normal risks or discomforts associated with an office environment.  There may be occasional exposure to dusty or dirty conditions and/or inclement weather when making on-site inspections of property, particularly undeveloped property or property under construction.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:

____________________________________________________________________________________________
CLASSIFICATION SUMMARY:

CLASSIFICATION STANDARD(S) USED:  US OPM Position Classification Standards for Realty Series, GS-1170; US OPM decision number C-1170-12-02, dated 7/20/99; HRCD-7, July 1999. 

Factor Levels and Points:  1-7/1250; 2-4/450; 3-4/450; 4-4/225; 5-4/225; 6-7-3c/180; 8-1/5; 9-1/5

Total Points:  2790

GS-12 Point Range:  2755-3150

Grade:  GS-12  

CLASSIFICATION REMARKS:  
NOTE(S) TO USERS:  
1.  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 impact the classification or recruitment factors of the position.

2.  SCPD was updated 04/11/03.  The following updates were made:

*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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