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______________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)
ORGANIZATION:
CPD NUMBER:  9G365

SUPV LEV CODE:  2
COMP LEV CODE:  Z80A

TARGET GRADE:  GS-13
FLSA:  Exempt

JOB SHARE:
CAREER PROG ID:  Q

SENSITIVITY:  
BUS:  8888

EMERGENCY ESS:

DRUG TEST: 

KEY POSITION:

POSITION HIST:  See Notes to Users 

__________________________________________________________________________________________________ CLASSIFICATION:  Supervisory Contract Specialist, GS-1102-13

DUTY TITLE:  Director of Business Operations  __________________________________________________________________________________________________

ORG & FUNC CODE:  

PBY
Procurement

1ST SKILL CODE:
40%
CMJ
Contract Negotiation

2ND SKILL CODE:
40%
CML
Contract Administration

3RD SKILL CODE:
20%
CMR
Price/Cost Analysis

__________________________________________________________________________________________________            DEVELOPED AND CLASSIFIED BY THE AIR FORCE SCPD LIBRARY, 4/22/99

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, knowledge’s, 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’SIGNATURE


                                         DATE

__________________________________________________________________________________________________        PERFORMANCE PLAN CERTIFICATION:
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Employee*

Date


*Signature acknowledges receipt.  It does not indicate agreement/disagreement.                                                       

AF Form 1003 APR 90 (COMPUTER GENERATED)

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:

The primary purpose of this position is: To serve as the Director of Business Operations and Deputy Squadron Commander in a Contracting Squadron.

The organizational location of this position is:  _____ Contracting Squadron, _______ AFB,
_________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:

The organizational goals or objectives of this position are:  To provide the oversight/direction to Contracting Squadron necessary to ensure successful market research, acquisition planning, acquisition, contract performance management, and interpretation of contract law in order to establish the best, most efficient contracting strategies in support of the operational contracting vision, mission, goals, and objectives.
_________________________________________________________________________________________________

DUTY  1:








%

Critical

Directs the planning and organization of the activities of the Contracting Squadron.  Exercises managerial authority to set long-range plans, goals, and objectives that integrate higher headquarters policies with local installation and squadron needs.  Fully shares with Squadron Commander in responsibility to establish policies and procedures for the staff, which result in efficient and effective accomplishment of the acquisition life cycle.  Provides subordinate Flight Chiefs and staff with direction and advice regarding policies, procedures, and guidelines.  Regularly reviews squadron mission, function, and resource allocation.  Structures organization to optimize use of resources and maximize efficiency and effectiveness of the squadron.  Evaluates requirements for additional resources submitted by Flight Chiefs, and balances organization needs with overall mission requirements and squadron/installation resource interests.  Identifies need for change in squadron priorities and takes effective and timely action to implement such changes.  Plans and schedules work to ensure effective use of squadron resources to achieve organization goals and objectives as well as installation customer needs.  Coordinates and plans with other installation squadron commanders and appropriate personnel to integrate and/or promote Contracting Squadron operation and interests with other organizations on the installation.  Institutes squadron activities, which promote Federal, DoD, and Air Force acquisition goals and objectives and operations that, both protect the Government’s interest and are sensitive to current issues and initiatives.

STANDARDS:

A.  Planning and organization efforts routinely achieve installation contracting needs and almost always comply with higher headquarters guidance.

B.  Management of squadron resources consistently meets the needs of the squadron and customer organizations adequately and efficiently.

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

DUTY  2:








%

Critical

Ensures contracting actions taken in subordinate flights meet regulatory compliance, customer needs, and are in line with overall mission and goals established for the squadron.  Reviews mission objectives, procedures, and organization design to ensure that squadron is in best position to meet regulatory, mission, and customer objectives.  Organizes the squadron and assigns work to the Flights such that the experience, training, and abilities of the squadron staff are effectively utilized to meet the customer and regulatory requirements.  Provides overall direction and vision to the Flight Chiefs and establishes squadron-wide metric systems to assess squadron’s efficiency, effectiveness, and compliance with regulatory procedures.  Establishes review systems for squadron that make certain government needs are met and validated, and that economy and quality of operations are maintained or improved.  Directs squadron self-assessment activities.  Reviews Flight Chief reports of action taken on compliance or customer feedback concerns, and approves appropriate corrective action recommended.  Establishes or revises policies and procedures as necessary, to implement quality improvements or in response to concerns with regulatory compliance and/or customer requirements.  Reviews training recommended or provided by Flight Chiefs to assure it is proper and promotes effective operation of the squadron.     

STANDARDS:  

A.  Methods established to review actions are ordinarily effective such that, with rare exception, legal and regulatory compliance issues and/or customer concerns are promptly identified and addressed.

B.  Assignment of work usually promotes effectiveness of the squadron and demonstrates appropriate use of the experience, skills, and abilities of the staff.
KSA:  1, 2, 3, 4, 5, 6 _________________________________________________________________________________________________

DUTY  3:








%

Critical

Exercises supervisory personnel management responsibilities.  Assigns work to subordinate flight chiefs and/or individual positions reporting directly so that full complement of acquisition life cycle functions is provided to serviced organizations.  Advises squadron staff regarding policies, procedures, and directives of management.  Reviews work and management techniques of subordinate supervisors and is held accountable for actions taken and advice provided by staff.  Selects candidates for flight chiefs and coordinates/approves recommended selection for team leader positions, taking into consideration skills and qualifications, mission requirements, and EEO and diversity objectives.  Ensures reasonable equity among flights in modification and/or interpretation of performance standards and rating techniques developed by subordinates.  Develops, modifies and/or interprets performance standards for directly supervised employees, explains performance expectations, and provides regular feedback.  Appraises performance of employees directly supervised, and serves as reviewing official for those rated by subordinate supervisors.  Approves awards and within-grade increases.  Resolves serious employee complaints and grievances referred by subordinate supervisors and approves serious disciplinary actions (e.g. suspensions, removals, etc.).  Reviews developmental needs of squadron employees, and approves career development plans for team leaders and flight chiefs.  Approves leave for flight chiefs and assures adequate and consistent coverage in squadron through peak workloads and traditional holiday vacation time.  Promotes an environment in which employees are empowered to participate in and contribute to effective mission accomplishment.  Discharges security responsibilities by ensuring education and compliance with security directives for employees with access to classified or sensitive material.  Recognizes and takes appropriate action to correct situations posing a threat to health or safety of subordinates.  Applies EEO concepts and requirements to activities and decisions for the squadron while maintaining an appropriate work environment.

STANDARDS:

A.  Personnel management actions taken for the Squadron are typically prompt, accurate, and well considered in terms of mission and EEO objectives.

B.  Technical and administrative guidance provided to subordinates is usually timely, and  substantive, and promotes development of individual skills and abilities. 
KSA: 4, 5, 6 _________________________________________________________________________________________________

DUTY 4:








%

Critical

Represents the Wing Commander with a variety of organizations.  Establishes, develops, and maintains effective working relationships with business and industry representatives, allied organizations such as financial management, staff judge advocate, etc., customer organizations, and counterparts at higher headquarters or other agencies.  Promotes the Contracting Squadron and integrates squadron goals and mission objectives with those of installation/agency leaders, business leaders, and/or counterparts in other agencies.  Presents issues and/or detailed information at conferences or upon request to address specific situations.

STANDARDS:

A.  Interactions with internal and external officials are normally diplomatic, convincing, professional and promote effective working relationships, and protect the rights of the Government.

B.  Briefings, papers, and correspondence are consistently presented effectively and address all pertinent issues and/or concerns.
KSA:  1, 2, 3, 5, 6 _________________________________________________________________________________________________

DUTY  5:








%

Critical
Participates in special projects and initiatives and performs special assignments.  Identifies the need for special projects to further the mission of the Contracting Squadron, and initiates milestones and goals.  Evaluates reports by analyzing facts and performing appropriate research or directing subordinates to participate in research/project endeavors.  Prepares detailed responses within established timeframes.  Determines appropriate recommendations for unresolved or questionable problems and performs follow-up on a regular basis to ensure timely resolution.  Researches and determines or recommends appropriate action or interpretation of issues which impact the organization, installation, command, or agency.  
STANDARDS:

A.  Recommendations are usually researched and analyzed thoroughly to ensure all issues are properly addressed.

B.  Participation and outcome of special projects normally results in a positive impact on the squadron and/or improves program quality.
KSA:  1, 2, 3, 5, 6 _________________________________________________________________________________________________

DUTY  6:








%

Critical
Directs the planning and implementation of the installation small, disadvantaged, and women owned business program.  Responsible for the proper application of the principles and procedures prescribed by Air Force and DoD in compliance with the Small Business Act, PL 85-536.  Reviews procurements in excess of the micro purchase limit, makes decisions on small business set-asides and the utilization of the 8(a) program, develops new small business sources, and renders assistance to small business concerns.  Evaluates prime contractors’, women owned, disadvantaged business subcontracting plans.  Provides advice and direction to contracting officers on determining acceptability and makes recommendations for items to be negotiated.  Represents installation at Small Business Conferences and attends industry trade shows/exhibits.  
STANDARDS:

A.  Develops a comprehensive small business plan that consistently meets squadron objectives and complies with higher headquarters guidance.

B.  Interactions with internal and external officials are normally diplomatic, convincing, professional, and promote effective working relationships.
KSA:  1, 2, 3, 5, 6 __________________________________________________________________________________________________

SUPERVISORY CONTROLS:

Squadron Commander sets overall objectives and resources available.  Squadron Commander and employee, in consultation, plan, organize, and direct the work of the squadron to achieve overall mission goals and objectives, meet customer needs, and ensure compliance with legal and regulatory requirements.  Work is reviewed from an overall standpoint in terms of mission and attainment of squadron/installation or higher headquarters goals and objectives.

_________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA)
1. Knowledge of the full range of federal contracting laws, regulations, policies, practices, methods, and contract types.

2. Knowledge of a wide range of business practices and market conditions applicable to program and technical requirements.

3. Skill in fact-finding, contract analysis and pricing techniques, problem resolution, and development of concrete action plans to solve problems.

4. Ability to plan, organize, and direct the functions and staff of an organization through subordinate supervisors.

5. Ability to communicate effectively, both orally and in writing, clearly, concisely and with technical accuracy.

6. Ability to establish effective working relationships with others.

_________________________________________________________________________________________________ CLASSIFICATION CRITERIA:

Factor 1 - Program Scope and Effect
FL 1-3  550 pts

Scope:  The squadron provides the full range of contracting services directly affecting the operation of a large or complex multimission military installation.  Contacting services provided by the squadron include pre-award and acquisition planning, solicitation preparation and issuance, contract negotiation, limited price analysis, award, administration, and close-out. 

Effect:  Contracting services provide a wide variety of essential support operations (supplies, services, equipment, and construction), to numerous, varied, and complex technical, professional, and administrative functions of the large or complex multimission installation.  

Factor 2 - Organizational Setting
FL 2-2 250 pts

For performance appraisal purposes, the Squadron Commander (typically a field grade officer) reports to the Logistics Group Commander (typically a Colonel) who reports to the Wing Commander, a General Officer.  

Factor 3 - Supervisory and Managerial Authority Exercised
FL 3-3b 775 pts

The squadron commander utilizes subordinate supervisors, who in turn utilize team leaders to direct, coordinate, and oversee the work of the squadron and foster squadron goals and objectives.  Plans and schedules work to be accomplished by the squadron and determines overall direction of the organization.  Sets and adjusts priorities.  Assigns work to flights in consideration of employee skills and mission requirements.  Develops, modifies and/or interprets performance standards.  Ensures equity and consistency throughout squadron in performance appraisals.  Resolves work and administrative problems.  Implements methods and procedures to improve squadron performance.  Identifies and provides for employee training and development.  Selects candidates for flight chief positions and other positions that report directly, and approves/coordinates on selection of team leaders.  Appraises positions that report directly, and serves as reviewing official for those employees rated by subordinate supervisors.  Approves within grade increases and serves as approving official for squadron monetary and honorary awards programs.  Approves recommendations of flight chiefs for position structure changes.  Takes disciplinary actions.  Approves serious disciplinary actions (i.e. suspensions and removals) and resolves serious employee complaints and grievances.  Represents the squadron in difficult and controversial dealings with high level officials and contractors.  (GSSG FL 3-3b, elements 1, 2, 3, 5, 6, 7, 8, 9, 10, 11, 13, 14, 15 credited)

Factor 4 - Personal Contacts
Subfactor 4A - Nature of Contacts
FL 4A-2 50 pts

The Director of Business Operations has frequent contacts with higher ranking managers throughout the installation to include Group Commanders and the Wing Commander, customers, end-users, contract review staff, small and minority business advisor, legal and patent counsel, and budget and finance staff.  Contacts outside the Air Force are with company or corporate officials and executives.  There is occasional contact with congressional offices or the General Accounting Office on specific claims or protests.

Subfactor 4B - Purpose of Contacts
FL 4B-3 100 pts

Contacts are for the purpose of justifying, defending or negotiating in representing the squadron processes and procedures, obtaining and committing resources, and in gaining compliance with established policies, regulations or contracts.  Contacts involve active participation in conferences, meetings, or presentations involving problems or issues of considerable consequence or importance to the squadron contracting program.

Factor 5 - Difficulty of Typical Work Directed
FL 5-6  800 pts

The Contracting Squadron provides the full range of contracting support to installation organizations.  Twenty-five percent or more of the work of the flight is at the GS-11 level.

Factor 6 - Other Conditions
FL 6-5c  1225 pts

The work of this position requires managing work through subordinate supervisors and/or contractors whom each direct substantial workload comparable to the GS-11 level.  Such work requires substantial coordination and integration of numerous internal and external issues that have a substantial impact on the Contracting Squadron.  

Summary:  A total of 3750 points falls in the range of 3605 to 4050 and converts to a grade of GS-14.  The evaluation constitutes the proper classification determination for the Squadron Commander position.  Positions that perform as full deputy should be classified one grade level lower than the grade of the supervisory position to which it reports.  Therefore, the proper classification of this position is Supervisory Contract Specialist, GS-1102-13.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:

1.  Serves as an unlimited warranted contracting officer and completes required forms in accordance with the provisions of the Federal Procurement Policy Act (41 USC 423).

2.  The position requires the employee to occasionally travel away from the duty station.

3.  The employee must be willing to travel on military and commercial aircraft.

4.  The employee must meet the Defense Acquisition Workforce Improvement Act (DAWIA) requirements applicable to the duties of the position.

5.  Incumbent is required to complete “Public Financial Disclosure Report” pursuant to Title I of the Ethics in Government Act of 1978, as amended (The “Act”), 5 USC App 101 Et Seq.

_______________________________________________________________________________________________

CLASSIFICATION SUMMARY:

CLASSIFICATION STANDARDS USED:
OPM General Schedule Supervisory Guide, Apr 98

OPM Position Classification Standard for Contracting Series, GS-1102, Dec 83, Mar 90

CLASSIFICATION REMARKS:

NOTES TO USERS:

1.  This SCPD is intended for an Acquisition Squadron where the difficulty of typical work directed is GS-11.

2.  Delegation of personnel management responsibilities may vary from those described in this SCPD.  In those cases, Duty 3 and Factor 3 should be modified accordingly.

3.  This SCPD is classified under the deputy/assistant chief back-off principle.  HQ USAF/XPMR has approved the establishment of a deputy /assistant position in the operational contracting squadron.  The Air Force Center for Quality and Management Innovation (AFCQMI) will update the Air Force Manpower Standard XXX0, “Squadron Commander’s Support Staff,” to include the variance for the deputy/assistant chief position. 
4.  Minor changes may be made to fit local requirements as long as the changes do not affect the classification or staffing patterns of this SCPD.
5.  Headquarters Air Force functional offices are active participants in development of SCPDs and unless there are significant differences in duties and responsibilities, support implementation of SCPDs to all like positions in the Air Force.  SCPDs may be applied once mutually agreed upon by the supervisor and servicing classification specialist.
6.  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.

7.  SCPD was updated 6/30/04.  The following update was made:

Updated reference to SCPD developed and classified office symbol to THE AIR FORCE SCPD LIBRARY.

____________________________________________________________________________________________
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