STANDARD CORE PERSONNEL DOCUMENT

Number:  9G404

_____________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

CPD NUMBER:
9G404

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
L54A

TARGET GRADE:
11
FLSA:
Exempt

JOB SHARE:

CAREER PROG ID:
See Note to Users

SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:
Application of New Standard
____________________________________________________________________________________________

CLASSIFICATION:  Telecommunications Specialist, GS-0391-11

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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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 manager/monitor for installation level telecommunications systems, plans, programs, and policies.  
The organizational location of this position is:  

____________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  

The organizational goals or objectives for this position are: ____________________________________________________________________________________________

DUTY 1:








%
Critical

Plans and develops methods, procedures, policies, and techniques concerning telecommunication systems.  Performs work involved in developing, refining, and complying with telecommunications systems planning and policy direction including short- and/or long-range planning.  Develops planning documentation, reviews requests for communication services, prepares budgetary justifications, coordinates the allocation of resources, designs networks/systems, prepares/reviews equipment and facility specifications, monitors/resolves technical communications problems, and/or conducts operational acceptance tests.  May serve in a liaison capacity between contractors and Air Force officials to resolve a wide variety of conventional problems involving high value telecommunication systems.  Develops implementing instructions.  

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

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

C.  With rare exception, promptly develops methods, procedures, policies, 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.   Implements various telecommunications programs.  Updates documentation and maintains listings of all authorized equipment for assigned programs.  Performs annual inventories.  Performs special staff and/or feasibility studies and economic analysis.  May serve on committees or planning groups concerned with future systems, plans, and policy.

STANDARDS:

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

B.  On a regular basis, completes a variety of special projects in a timely manner.

KSA:  1, 2, 3, 5, 6

____________________________________________________________________________________________

DUTY 3:








%
Critical

Prepares budget, technical reports, staff studies, and briefings.  Prepares budgetary data in support of programs/projects.  Develops reports on the contractor’s quality performance.  Manages/maintains cost data.  Prepares correspondence and project status reports.  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, 6

____________________________________________________________________________________________

DUTY 4:








%
Critical

Provides customer assistance and/or training for assigned telecommunications systems.  Works to achieve and support quality improvement in all products and services and takes a proactive approach in providing customer assistance.  Coordinates with Systems Program Offices, HQ USAF, MAJCOM, base officials and working groups, telephone companies, manufacturers, vendors, customers, and engineering/installation personnel.  Provides consultation and instruction to functional area users on telecommunications plans, policies, and requirements.  Provides formal or informal training for subject-matter specialists and support personnel.  Resolves questions concerning telecommunications protocols, modems, front-end processor/controller, and other interface questions.  Keeps abreast of emerging technologies.

STANDARDS:
A.  In most cases, effectively communicates with all levels of personnel and presents ideas in a clear and concise manner.

B.  On a regular basis, effectively plans and carries out projects to improve the efficiency and productivity of the organization.

C.  Normally expeditiously resolves inquiries and problems and provides accurate and timely advice to users.

KSA:  1, 3, 5, 6

____________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of a wide range of telecommunications theories, concepts, principles, practices, procedures, policies, standards, and operational requirements.

2.  Knowledge of operational and performance characteristics of telecommunications to develop procedures/policies/practices for local use. 

3.  Knowledge of performance characteristics of telecommunications equipment, systems, services, and transmission media to evaluate devices, proposals, and approaches.

4.  Knowledge of associated methods and techniques such as legal requirements, cost analyses, and budgets.

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

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

__________________________________________________________________________________________________

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 for local use.    

-- 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/legal requirements and how they apply to planning and programming of communications systems.

-- Ability to review, analyze, and resolve difficult and complex technical 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 problems resolution.

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- 3
275 Points

Guidelines are available, but in many cases are not completely applicable to the work or have gaps in specificity.  The employee uses judgment in interpreting and adapting guidelines such as agency policies, regulations, precedents, and work directions for application to specific cases or problems.  The employee analyzes results and recommends changes, independently resolving gaps or conflicts in guidelines according to project requirements consistent with telecommunications program objectives.  

Factor 4, Complexity






Level 4-4
225 Points

The work involves planning, coordinating, and developing policies; problem solving; and implementing projects for varied customers using a variety of different and unrelated telecommunications capabilities.  It also involves analysis and testing of a variety of established techniques and methods to evaluate alternatives for telecommunications systems and equipment to arrive at decisions, conclusions, or recommendations for 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 5-3
150 Points

The work involves resolving a variety of conventional telecommunications problems, questions, or situations, such as those where the employee is responsible for monitoring established communications systems and programs, or performing independent reviews and recommending actions involving well-established criteria, methods, techniques, and procedures.  The employee’s work products, advice, and assistance affect the efficiency and operational effectiveness of established telecommunications systems, and contribute to the effectiveness of newly introduced programs and facilities requiring telecommunication support.  The effect of the work is primarily local in nature, although plans and procedures may be developed for multifacility or nationwide/international networks with interlocking telecommunications requirements.

Factor 6, Personal Contacts





Level 6- (see Factor 7)

Personal contacts are with individuals or groups from outside the employing agency in a moderately unstructured setting (e.g., the contacts are not established on a routine basis; the purpose and extent of each contact is different and the role and authority of each party is identified and developed during the course of the contact).

Factor 7, Purpose of Contacts





Level 7-3b
110 Points

The purpose is to plan, coordinate, or advise on work efforts or to resolve operating problems by influencing or motivating individuals or groups who are working toward mutual goals and who have basically cooperative attitudes.

Factor 8, Physical Demands





Level 8- (see Factor 9)
The work requires no special physical demands.  It is sedentary, performed in a comfortable posture.  It may involve some walking, standing, bending, or carrying of light items.

Factor 9, Work Environment





Level 9-1a
10 Points

Work is performed in an office setting involving everyday risks or discomforts which require normal safety precautions.  The work area is adequately lighted, heated, and ventilated.  

____________________________________________________________________________________________

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; 3-3/275; 4-4/225; 5-3/150, 6/7-3B/110; 8/9-1A/10
GS-11 Point Range:  2355 - 2750

Total Points:  2470

Grade:  GS-11

Final Classification:  Telecommunications Specialist, GS-0391-11

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.

*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.

_________________________________________________________________________________________________

AFPC Free Flow Format

AF Form 1003 APR 90 (COMPUTER GENERATED)

DATE:  03/03/03

Page 6

