Air Force Personnel Center
Directorate of Civilian Career Management 

Career Management Information #FY 04-01 

Air Force Job Kit:  The Air Force Personnel Center (AFPC), Directorate of Civilian Personnel (DPC), has released a revised AFPC Employment Job Kit.  While the resume and self-nomination guidance in the Job Kit have not changed, revisions include essential updates of key customer service-focused initiatives.  One of these initiatives established in support of the Air Force Customer Service Transformation effort, is a telephone link between personnel and payroll call centers using a new 1-800 number.  The One-Stop Customer Service phone number for all stateside callers, including those located in the San Antonio, Texas area, is 1-800-616-3775.  If calling from overseas, you'll continue to use the existing number until advised to disregard.  The numbers for all TDD users will not change.  The Job Kit has also been updated to support a recent "LEAN" initiative to provide "partial" servicing of the 11th Wing (Bolling AFB) for the following occupational series:  303, 312, 318, 326, 344 and 2XX by the AFPC Administrative and Human Resource Cells. Learn more about the job kit by visiting the AFPC web site http://www.afpc.randolph.af.mil/dpc/ and select the Air Force Job Kit from the Employment drop down menu.

Invalid Positions:  In our CMI FY03-03 we identified a concern about invalid positions in the database.  More recently AFPC/DPSS identified a couple of problems associated with invalid positions.  If an encumbered position status is shown as "Invalid" in DCPDS, numerous personnel actions will not properly process or will not process at all.  In turn, this may prevent an employee from self-nominating through the web site if the position status of their position is "invalid."  This is very critical as we approach that period when pay adjustments will be processed.  If employees are unable to self-nominate for announced vacancies, it becomes a significant "show stopper."   Our experience has shown that troubleshooting a problem associated with an employee being unable to self nominate consumes valuable human resources as well as the associated time placed in the effort.  These could easily be spent accomplishing a more meaningful task...that of providing certificates and filling positions.  So….when you know what is causing a problem…be proactive…and work to resolve the issues that create these barriers.  The result can only provide better and more efficient services to our customers.    

AFPOA/DPXRC developed an instruction sheet on the proper procedures for validating positions.  These instructions are posted on the AFPC/DPC DPCDS Home page http://www.afpc.randolph.af.mil/mdcpds/dcpds.htm under the new Validation Of Positions Desk Reference.  To find out if your database contains any invalid positions you can run an inquiry using  the Corporate Report titled "Invalid Positions" in the Business Objects HR Reporting Universe.  CPFs should run daily reports of invalid positions and aggressively work to fix this problem.  


ITEMS OF INTEREST 
TSP Participant Statements Issued Quarterly:  Under the former TSP record keeping system, participant statements were issued twice a year. Under the new record keeping system, statements will be available on a quarterly basis, for the quarters ending 31 March, 30 June, 30 September, and 31 December.  Effective with the statement ending 31 Dec 03, participant statements will be available through the Account Access module of the TSP Web site (www.tsp.gov).  Participants will need their SSN and TSP PIN to login to the Account Access area.  Statements will no longer be mailed unless participants submit a request to have the statement mailed. Learn more by visiting the TSP Web site (http://www.tsp.gov) or the AFPC Web site (http://www.afpc.randolph.af.mil/dpc/BEST/tsp-page.htm).  
