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PURPOSE OF POSITION:  Administers appointing and associated authorities on behalf of the Commander; to provide comprehensive advice on the full range of human resource management functions to the Commander, key managers, and supervisors; to integrate the program objectives of civilian personnel administration with allied and related programs; to manage the office and direct the staff of the civilian personnel flight.

__________________________________________________________________________________________________
ORGANIZATIONAL LOCATION:

_______MSS/DPC,__________AFB,______, (______)
__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  To recruit and retain a highly qualified, motivated, and diverse work force to achieve the assigned missions of the installation.

__________________________________________________________________________________________________

DUTY 1:







%


Critical

Administers appointing and associated authorities on behalf of the Commander for federal civil service personnel at an AF installation.  Missions supported include ___________________________.  Ensures personnel management actions taken conform with the laws and regulations governing federal civilian personnel and negotiated labor-management agreements.  Facilitates technical personnel services provided by the AF Personnel Center.  Monitors support from AFPC for quality, adequacy and timeliness.  Ensures the installation’s personnel action requests are properly prioritized by AFPC; obtains MAJCOM staff support as needed.  Develops and implements a self-evaluation system to assess compliance and effectiveness; reviews results; and takes appropriate corrective action.  Responds to required actions identified by outside reviewers.

STANDARDS:
A.  Personnel actions taken on behalf of the commander are typically timely and, with rare exception, comply with laws, regulations, agreements, and Air Force policies.

B.  Working relationships with the AFPC are typically cooperative and effective in terms of meeting management and employee needs.

KSA:  1, 3

__________________________________________________________________________________________________
DUTY 2:







%


Critical

Advises the Commander, key managers, and supervisors on the full range of civilian human resource management which includes requirements, accessions, development, sustainment, and separations.  Analyzes or oversees the analysis of work force profiles to assess the degree to which available skills fulfill work requirements.  Provides advice on organization and position design and the principles of position management.  Develops and coordinates recruitment strategies and activities to achieve a quality and diverse work force.  Establishes methods to provision and prioritize developmental opportunities and training resources to meet current and future mission needs.  Facilitates the development of effective management relations with employees and labor organizations.  Ensures local administration of benefits, entitlements and recognition systems foster retention of a quality work force and management practices promote a productive, healthy, and safe work place.

STANDARDS:
A.  Advice provided to Commanders, managers, and supervisors is almost always responsive, accurate and balanced in terms of mission and generally accepted principles of personnel management as reflected in Federal, DoD, and AF policy.  

B.  Reports, papers, briefings, and correspondence are usually technically accurate and effectively presented whether written or oral.

C.  Regularly responds to high-level taskings with the appropriate sense of urgency and timeliness.

KSA:  1, 3, 4

__________________________________________________________________________________________________
DUTY 3:







%


Critical

Integrates the objectives and requirements of civilian human resource management with allied and related programs which include but are not limited to finance and budget, manpower and organization, safety, security, staff judge advocate, EEO complaints and resolution, and mobilization planning.  Initiates and maintains relations with local, state, and education officials pertaining to recruitment activities and out-placement actions.  Coordinates with manpower and financial management in the development and execution of civilian employment plans and the civilian pay budget and the allocation of manpower resources.

STANDARDS:
A.  Working relationships of the Civilian Personnel Flight with officials of related and allied installation programs as well as local and state recruitment, out-placement, and education services are normally effective and cooperative.

B.  Civilian employment planning and civilian pay budget execution regularly achieves installation personnel management needs and complies with higher headquarters guidance.

KSA:  1, 2, 3, 4

__________________________________________________________________________________________________
DUTY 4:







%


Critical

__ Supervises the staff of the civilian personnel flight.  Assigns work to individual positions to ensure full coverage of all personnel specialties and to provide development and cross training.  Reviews work and is held technically accountable for actions taken and advice provided.  Advises and provides counsel to employees regarding policies, procedures, and directives of management.  Selects or recommends selection of candidates for vacancies, promotions, details, and reassignments in consideration of skills and qualifications, mission requirements, and EEO and diversity objectives.  Develops, modifies, and/or interprets performance standards.  Explains performance expectations to employees and provides regular feedback on strengths and weaknesses.  Holds employees responsible for satisfactory completion of work assignments.  Appraises subordinate workers performance ensuring consistency and equity in rating techniques.  Recommends awards when appropriate and approves within-grade increases.  Hears and resolves employee complaints and refers serious unresolved complaints to higher-level management.  Initiates action to correct performance or conduct problems.  Effects minor disciplinary measures such as warnings and reprimands and recommends action in more serious disciplinary matters.  Prepares documentation to support actions taken.  Identifies employee developmental needs and provides or arranges for training (formal and on-the-job) to maintain and improve job performance.  Encourages self-development.  Approves master leave schedule assuring adequate coverage for peak workloads and traditional holiday vacation time.  Demonstrates sensitivity to ideas of subordinates.  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.  Recognizes and takes action to correct situations posing a threat to the health or safety of subordinates.  Applies EEO principles and requirements to all personnel management actions and decisions, and ensures all personnel are treated in a manner free of discrimination.  Periodically reviews position descriptions to ensure accuracy, and the most effective utilization of personnel resources.  

___ Supervises the staff of the civilian personnel flight.  Directs, coordinates, and oversees work through subordinate supervisors or team chiefs.  Advises staff regarding policies, procedures, and directives of higher-level management or headquarters.  Selects candidates for positions taking into consideration skills and qualifications, mission requirements, and EEO and diversity objectives.  Ensures reasonable equity among units of performance standards developed, modified, and/or interpreted and rating techniques developed by subordinate supervisors, teams, etc. as appropriate.  Explains performance expectations and provides regular feedback on strengths and weaknesses.  Appraises performance of employees directly supervised and serves as reviewing official on evaluation of non-supervisory employees rated by subordinate supervisors.  Approves expenses comparable to within-grade increases, extensive overtime, and employee travel.  Recommends awards and changes in position classification to higher-level managers.  Hears and resolves group grievances and employee complaints.  Initiates action to correct performance or conduct problems and/or approves serious disciplinary actions (e.g. suspensions, removals) involving non-supervisory subordinates.  Ensures documentation prepared to support actions is proper and complete.  Reviews developmental needs of employees and makes decisions on non-routine, costly or controversial training needs and/or requests for unit employees.  Encourages self-development.  Approves leave and ensures adequate coverage in organization through peak workloads and traditional holiday vacation time.  Demonstrates sensitivity to ideas of subordinates.  Ensures actions taken directly as well as those by subordinate supervisors and/or teams promote 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.  Recognizes and takes appropriate action to correct situations posing a threat to the health or safety of subordinates.  Applies EEO principles and requirements to all personnel management actions and decisions, and ensures all personnel are treated in a manner free of discrimination.   Periodically reviews position descriptions to ensure accuracy, and the most effective utilization of personnel resources.   

STANDARDS:
A.  Personnel and management actions taken for the Civilian Personnel Flight are, with rare exception, prompt, accurate, well considered in terms of mission and diversity objectives, and routinely demonstrate leadership in civilian personnel management practices.

B.  Technical and administrative guidance provided to subordinates is almost always timely and substantive, and promotes development of individual skills and abilities.

KSA:  5

__________________________________________________________________________________________________
DUTY 5:







%


Critical

Manages the Civilian Personnel Flight Office.  Prepares budget requirements and executes the CPF budget which includes such items as travel, per diem, supplies, and equipment.  Ensures the assigned office space is conducive to a human resource management office and is accessible to persons with disabilities.  Counsels employees on safe office work habits and ensures the work place is safe.  Counsels staff on protection of employee information in accordance with the Privacy Act.  Counsels staff on compliance with communications-computer security requirements.  

STANDARDS:
A.  The CPF budget projections are routinely adequate and effectively defended to meet the needs of the staff and the civilian personnel program.

B.  The CPF office is normally accessible to all clientele and properly maintained; and safety hazards are usually eliminated as quickly as possible.

C.  With rare exception the CPF complies with applicable communications-computer and Privacy Act directives and instructions with no violations due to staff negligence.

KSA:  6

__________________________________________________________________________________________________

SUPERVISORY CONTROLS:
Works under the general supervision of the Mission Support Squadron Commander who provides overall policy direction and rates performance.  The incumbent is directly accountable to the Commander with appointing authority for the propriety of civilian human resource administration actions taken.  Work is reviewed for the quality of advice provided to managers and supervisors and satisfaction of legal requirements as determined through higher headquarters reviews and third party actions.

GUIDELINES:
Guidelines include laws, rules, and regulations governing the work force employed at the installation as well as generally accepted principles of human resource management.  The incumbent adapts regulations and policies as needed to achieve mission objectives without compromise of legal and regulatory requirements.

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES  
1.  Knowledge of the laws, rules, and regulations governing federal civilian personnel management.

2.  Knowledge of civilian pay budget policies and procedures.

3.  Skill in analyzing a wide variety of work force data to provide recommendations for improving the human resource management program.

4.  Skill in written and oral communication to present issues and recommendations.

5.  Ability to lead, manage, and supervise a __ small  __ moderate  __ large (select one) size staff.

6.  Ability to manage a human resource office (e.g., budgeting, space management, safety, etc.).

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1:  Program Scope and Effect










FL 1-2  350 Points


__  Directs human resources management services for a civilian population of approximately ______ positions at an Air Force installation.  Human resources services support a wide variety of functions performed at the AFB including operations, medical, logistics, civil engineering, financial management, morale, welfare, and recreation and others.  There are few if any organizations that present complexities sufficient to meet the intent of a complex installation.  Level 1-2 is assigned.












FL 1-3  550 Points

___ Note:  The vast majority of AF CPFs service populations less than 4000, and therefore do not meet the “large” multi-mission military installation definition for FL 1-3.  However, some installations with less than 4000 serviced civilians may meet the definition of “complex” multi-mission military installation described at FL 1-3.  Each of the four or more organizations used to support the “complex” criteria should be of moderate size and sufficiently distinct from one another to impose additional demands on the personnel officer.  Evaluations for FL 1-3 should provide sufficient detail on the size and missions of the four or more organizations supported.

Factor 2:  Organizational Setting






   FL 2-1 100 Points
Reports to the Mission Support Squadron Commander (a field grade officer) who reports to the Support Group Commander (a Colonel) who reports to the Wing Commander, a General Officer.  Since the employee is accountable for performance management purposes to a position two levels below the first general officer in the supervisory chain, Level 2-1 is credited.

Factor 3:  Supervisory and Managerial Authority Exercised

__ First level supervisors: (Duty 4, paragraph 1)




FL 3-2c
 450 Points

The personnel officer exercises substantial authority and responsibility for planning, assigning, and evaluating the work of a subordinate staff.  All of the responsibilities described at level 3-2c are performed.  Subordinate supervisors or team leaders are not required and few of the authorities described at Level 3-3b are exercised by the position.  Level 3-2 is assigned.

__ Second level supervisors, or equivalent: (Duty 4, paragraph 2)


FL 3-3b
775 Points
The personnel officer has a subordinate staff that includes subordinate team leaders and/or supervisors to coordinate and oversee the work.  In addition to exercising all of the delegated supervisory authorities described at level 3-2c of this factor, the personnel officer also exercises authorities 1, 2, 3, 5, 6, 7, 8, 9, 10, 13, 14, and 15.  Since at least eight elements defined in level 3-3b are present, level 3-3 is assigned.

Factor 4:  Personal Contacts

Subfactor 4A:  Nature of Contacts





FL 4A-2  50 Points
Frequent contacts with higher-ranking managers throughout the installation as well as members of the business community, special interest groups, schools, and other sources of recruitment.  Level 4A-2 is assigned.  

Subfactor 4B: Purpose of Contacts





FL 4B-3  100 Points
Regularly involved with meetings and presentations involving problems or issues of considerable consequence or importance that impact the management of the civilian work force at the installation and the effective and efficient accomplishment of the mission.  This includes Resource Management, Equal Employment Opportunity, Safety, and other committees a well as meetings and presentations to Commander and/or organization leaders.  The personnel officer is required to justify, defend, and negotiate in representing the civilian personnel program and obtaining compliance with civilian personnel laws, rules, regulations, and practices.  Level 4B-3 is assigned.

Factor 5:  Difficulty of Typical Work Directed
















FL 5-6  800 Points

__ The position is responsible for providing direction and supervision over work performed at the GS-11 level which best characterizes the nature of the basic, mission oriented, nonsupervisory work performed in the organization and which constitutes 25 percent or more of the workload (not positions or employees) of the organization.  Level 5-6 is assigned.

FL 5-7  930 Points

__ The position is responsible for providing direction and supervision over work performed at the GS-12 level which best characterizes the nature of the basic, mission oriented, nonsupervisory work performed in the organization and which constitutes 25 percent or more of the workload (not positions or employees) of the organization.  Level 5-7 is assigned.

Factor 6:  Other Conditions

FL 6-4 1120 Points

___ The work supervised requires substantial coordination and integration of a number of major work assignments, projects, or program segments of administrative work at the GS-11 level that place significant demands on the supervisor to provide leadership in developing, implementing, evaluating, and improving processes and procedures to improve the civilian personnel organization. 











FL 6-5c
1225 Points

___ The work involves managing work through subordinate supervisors who each direct substantial workloads comparable to the GS-11 level.  Supervision requires substantial coordination and integration of a number of major work assignments, projects, or program segments that place significant demands on the supervisor to provide leadership in developing, implementing, evaluating, and improving processes and procedures to improve the civilian personnel organization. 

FL 6-6b 1325 Points

__The work involves managing work through subordinate supervisors who each direct substantial workloads comparable to the GS-12 level.  Supervision requires significant and extensive coordination and integration of a number of important projects or program segments of administrative work.  Makes major recommendations concerning the determinations of projects or program segments to be initiated, dropped or curtailed; the optimum mix of reduced operating costs and assurance of program effectiveness, including introduction of labor saving devices, automated processes, and methods of improvement; and the resources to devote to particular programs (especially when staff years and a significant portion of the organization’s budget is involved).

Note:  Care should be taken to avoid assigning a level for Factor 6 strictly on the basis of identification of the grade level of subordinates assigned in Factor 5.  Be sure the level is fully met before assigning.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:

1.  This position meets the supervisory exemption criteria of the Fair Labor Standards Act  (5 CFR 551.204).

2.  May be required to travel by military and/or civilian aircraft in the performance of official duties.

3.  May be required to work overtime.
____________________________________________________________________________________________

CLASSIFICATION SUMMARY:

CLASSIFICATION STANDARDS(S) USED: Job Family Position Classification Standard for Administrative Work in the Human Resources Management Group, GS-0200, December 2000; OPM General Schedule Supervisory Guide, April 1998; DOD Supplementary Guidance, General Schedule Supervisory Guide, Jun 1993

GS-12 Point Range 2755-3150  

GS-13 Point Range 3155-3600  

GS-14 Point Range 3605-4050 

Total Points:  

Grade:  GS-XX

CLASSIFICATION REMARKS:  This is a TEMPLATE to be used for the Human Resources Officer positions at the installation level whose grade is derived from the GSSG.  SCPD  9G624 is for GS-12; 9G625 is for GS-13; 9G626 is for GS-14.

SERIES AND TITLE DETERMINATION:.  The work requires a thorough and comprehensive knowledge of the laws, rules, regulations, concepts and theories underlying federal civil service employment and demonstrated skill in advising management on the means to attracting and retaining a motivated and well-qualified work force to accomplish assigned missions.  Work involving the administration of federal civil service personnel falls within the Human Resources Management Group, GS-200.  Since this position is responsible for exercising personnel authorities on behalf of the commander, the position is properly classified to the Human Resources Management Series, GS-201, and titled “Human Resources Officer.” 

____________________________________________________________________________________________

NOTE (S) TO USERS:  

1.  In accordance with AF guidance on classifying Civilian Personnel Officer position, HQ USAF/DPFC is the only organization authorized to classify this SCPD.

2.  This SCPD implements OPM GS PCS JFS for Administrative Work in the Human Resources Management Group, GS-0200, December 2000.

3.  If supervisory authorities differ from those described in the template paragraph selected in Duty 4, the elements credited may need to be adjusted.  This may especially be the case if the organization is comprised of teams rather than actual subordinate supervisors.   However, at least eight elements must still be present in order to credit Level 3-3b.

4.  Minor changes, including skill code shreds, may be made to fit local requirements as long as the changes do not affect the classification or staffing pattern of this SCPD.
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