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POSITION DESCRIPTION fOR 

HIGHLY QUALIFIED EXPERT (HQE) 

AT2 t STRATEGIC SPECL..\L ADVISOR 


I. INTRODUCTION 

El!ll~tion: US Transportation Comm:md (USTRANSCOM) was activated at SCt1!1 AFB in 1987 
to manage the Defense Transporlalion System (DTS). The command has the Chl1rll'r to optimize 
decision making across the entire transportation system. by providing cffi::(;tive nnd ertkient air, 

Innd, and sea transportation for the Department of Defense (DOD), in times or peace ami war. 
The command is (lccomplishing its responsibilities through tile strategic initiatives of the Agile 
Tral1!'>portulion for the 21 st Century (AT21 ), which provides for a suite of decision support tools 

capitalizing on emerging technology 10 cnh,mce command nnc! control of the DTS 0peratiolls. 
/\T21 cff(>rls will support the Combatant Commanders with improved, rapid, and coll:Jborativc 
trallsportation planning to support any force deployment. 

The incumbent wi II provide highly qualiHed civilian A T21 strategic expertise to serve as a 
special advisor to the USTRANSCOM Chief of Staff. The AT21 speciaJ advisor will facilitate 
continuous improvement ancl innovation ofpolicies, plans, programs, processes, and inl'Ol1natiol1 
technology investments pel1nining to AT2 J efforts. The incumbent will have impact on .Ioint 
Service transportation and logistics movement, sustainment, and retrograde operations during 
wal" and peace time. The incumbc.'llt will make policy and procedural recommendations to the 
TCAQ Program Manager, ChiefofStan: Deputy Commander, Joint Staft~ OSD, COCOMs, 
Services and other agencies on AT2l efforts. The position will collaborate with Joint Staff, 
OSD, [ndllstry, nne! other Combatant Commands in the arca~ of best practices, COTS solutions, 
core processes, and encourage rapid prototyping and business cnse studies on transpol1ation and 
slIppl y chai n managcm en!. 

II. PRINCIPAL DUTIES A;\II) RESPONSIBILITIES 

A. Reports directly to the Chief of Staff of USTR/\NSCOM in perfi.lI'Ill:mcc of thu 
fi)llowing duties and responsihilities: 

l. Serves as n primary advisor 10 Iht.;; Chief of Staff on t'murc concepts, 
assessments, systems integrations, strategic planni.ng, and resources related to AT21 programs 
and eCi{1l"!s. Devdopsstrmegics and plans that build and maintain slicecssl·ul partnerships with 
customers and industry in the execution ofAr2J to ensure concepts and plans are fully and 
pwpcrly considered in USTRANSCOI\'I's Dislribulion Process Owner role. 

http:planni.ng


• 


2. As tile Command's AT21 strategic advisor, provides technology vision and 

advice ill the development and impicmentation of' AT21 IT projects. Assist the cOl1l1w\Ilci stafr in 

planning. (k\'(:loping, assessing, and implementing enterprise information systems t() support 
hoth clistrihlltcd and centralized transportation operations while achieving more cost cfl<':ctiv(; 
enterprise-wide for AT21 efforts. 

3. Represents the Command as an AT21 functional expert on cornrnitlces, 

boards, and panels. Attends and participates in meetings and cOlll~rt:nc<:;s with higher-level 

officials of the Joint Stafl~ OSD, DoD Sen'iccs, Combatflnt Commands, industry, academia. 
other agencies, and professional organizations f()Cusing on projeCTS and status that impacts theil' 

organiz,\tions. Within Commal1d policies, make recommendations and take nctioll on matters 
disl.:ussed at these gatherings. OITer effective, visible, nnc! timely advocacy and takes corrective 

action on USTRANSCOM jlolicies and actions ill a sensitive manner. 

4. Liaison, coordinate, and synchronize with key fedcral and government 

officials, private industry, and command staff to strengthen USTRANSCOM 's image, reach, 

and influence on the AT21 efforts. Develop partnerships, collaborations, and linkages among 
and between key contacts, institutions, federal agencies and departments. 

5. Distribute relevant AT21 intormation to USTRANSCOM senior officers anel 

provide insighVcontext. Support and contlibutc to overall strategic AT21 efforls and assist in 

ensLlling that concepts and communications arc strategically aligned. 

6. Travel with senior leaders of USTRANS COM andlor staff officers, to offer 
strategic AT21 coullsel to establish, implement, ancl promote AT21 concept and efforts. 

Ill. CONTROLS OVER WORK 

Work is pcrionl1ecl uncleI' the very general administrative supervision of the ChiefofStafTof 
USTRANSCOtv1. The position has responsibility for assigned areas and is permitted maximum 

latilllclc for inclcpcndcntjuclgmcnt to plan and cxecute assignments. [i>.eliance is placed on the 

individual ill determining l!lean:; <\mllllclhuds to achieve specific goals and objectivcs. The 

majority of the problems and isslles, which the incumbent addresses, arc extremely complex in 
scupc and sllbject to nlll11erO\lS variables ill whieh vcry few existing solutions apply. Incumbent 

is l:xpcctcd to cxercise a high degn:e of creativity find innovation in applying sOlllld, matlll'c 

juligrncnlto develop effective solutions to n widc range of technical problems 311d issues. 



(v. CrrHER SIGNIFICANT FACTS 

Incumbent must possess an extensive knowledge or DOD Inmsportatic1!1 and logistics 
regu1ntions, principles, and background. Knowledge 0 rlogistic; and informnlioll technology 
resean.:h processes and activity techniques processes fo apply the latest thoughts, concepts. 
and assessments for AT21 and command mission areas. Incumbent must POSS(;;SS knowledge 
of DOD budget and funding processes and the ability to advocate for these funds. A high 
degree of initiative to analyze complex situations, identify problems, probe causes. interpret 
solutions, and render independent deci:~dons is required. 

Tilt: incumht~n[ must have Ih(;; skill, ability, ilild professional slalurl;; to support ,lIld dd(:nd, as 
well as in fl tlCI1C(\ program and policy dcci sion:; at the highest lcvds (I rthi;; government and 
industry. Due to fh:quf.'111 participntes in briefings. conferences: and studies at senior and 
executive levels, inclImbent must possess a high degree ororal and written communication 
skills. 

Position requires travclullder conditions specified in the DOD Joint Travel ReS'1llations. 
Incumbent is expected to travel on short notice to attend high-level meeting with components, 
other combatant commands, services, 050, JeS, contractors, and government agencies to obtain 
quick solutions to problems and ability to gather information to assist in decision processes. 

This position hilS been tksignatecl as it Testing Designated Positit)ll (TDP) under the Air Force 
Civilian Drug Testing Program. Illegal drug usc by employees in sensitive positions present:l 
clear threat 10 the missiOll of the Air Force, national security, and pUblic. 

!m;llll1bcnt must file SF 278, Executive f3ranch Public Financial Disclosure Report. 

Incumbent must be able to obtain and maintain a TOP SECRET/SCI security clearance. 
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NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION 

POSITION AND HIRING INFORMATION 

1. POSITION NUMBER 2. POSITION TITLE 
--- l3. OCCUPATIONAL-

9SN1174 Program Analyst 
I 

CODE 
0343 

4. ORGANIZATIONAL TITLE 5. CAREER 6. PAY 17. PAY B. TARGET 9. OPM FUNCTIONAL 
Critical Infrastructure Program Manager GROUP SCHEDULE BAND PAY BAND CODE 

C .... ~~~r,.J YA 02 
10. DRUG TEST 11. BUS CODe 12. FAIR LABOR STANDARDS ACT 13. SUPERVISORY 

I n~~~J;USI YES X NO BBBB N E 5 CFR 55i.206 - AF-:8 
114. KEYfEMERGENCY 15. MOBILIZATION 16. ENVIROUMENTAUHAZARD 117. CERTIFICATION REQUIRED 

INo 
ESSENTIAL INDICATOR DIFFERENTIAL 

",. Position not required upon N/A YES X NO . 
Imobilization.

!18. POSITIVE EDUCATION REQUIREMENTS 19. LANGUAGE REQUIRED 120. LANGUAGE IDENTIFIER 
N/A 

, YES X NO 
21. FINANCIAL STATEMENTS REQUIRED 

YES X NO 
25. DUTIES 

YES X NO 
22. POSITION SENSITIVITY 

Critical-Sensitive 

23. PAY POOL IDENTIFIER 24.LAUTENBERG/SMrrH 
AMENDMENT 

YES X NO 

,Plans, programs, and executes USTRANSCOM Critical Infrastructure Program (CIP) in the Operational J3 environment. 
\Develops and maintains a database of critical assets supporting analyses of interdependencies among critical assets of 
~ther DOD and non-DOD organizations. Provides graphiC depiction of the status of those assets via active participation in 
i:xercises, modeling and real world crlses in direct support of the USTRANSCOM Deployment Distribution Operations 
j?enter. CIP Working Group lead which is comprised of representatives from the three Transportation Component 
Commands and USTRANSCOM staff. Provides guidance and elicits their support for the USTRANSCOM CIP. 

epresents the command as a senior specialist on the DOD CIP Integration Staff led by Office of the Assistant Secretary 0 

Defense for Homeland Defense and Americas' Security Affairs; the Operations Advisory Board led by the Joint Staff; 'and 
he Defense Infrastructure Sector Council, a consortium of DISLAg within the DOD CIP community. Understands. applies 
nd integrates full spectrum of threat response reaction/mitigation to events ranging from terrorist attacks to natural 
Isasters and catastrophic accidents. In coordination with DOD component representatives, Department of Homeland 
eourity representatives, and other organizations, identifies, prioritizes and assesses worldwide physical and cyber 

lnfrastructures critical to USTRANSCOM's global mobility missions to help assure availability as needed to support 
~eographic combatant commanders. Interacts frequently with interagency representatives of non-DOD agencies such'as 

l 
ithe Transportation Security Administration, Maritime Administration, and U.S. Coast Guard to ensure CIP collaboration. 
Develops and annually updates a detailed Defense Infrastructure Sector Assurance Plan and incorporates appropriate 
physical security, policy security and administrative security measures that serve as the foundation of the command's CIP. 
iEstablishes methods to coordinate processes, organizational resoonsibilities, planned activities, and relationships with 
pther governmental organizations and related programs to effect identification and protection of key elements of the 
iTransportation Sector. Prepares Performance Work Statements to accomplish specific tasks. Manages a workforce of 
~ne Army 04 billet and 13 contracted employees. Serves Quality Assurance Personnel. Administer/monitor multi-million 
doliarCIP contract Submit performance reports as needed and rendered. 

26. POSITION'S ORGANIZATION 
TCJ3-FC 

27. POSITION OCCUPIED 

Competitive 

29. CORE COMPETENCIES 

Porcentage Skill Code 
40% ARl 
30% FKM 
30% ABU 

Shred 
PlN 

peu 

Sul>shred 

28.2. DUTY STATION (City  County  Slate) 
Scott Air Force Base/Sl Clalr/Ulinols 
. GEOGRAPHICAL LOCATION CODE 
177835163 

I Literal Translation 
I Program Analysis/Planning 
i Transportation 
I Physical Securllvisecurl1'V Administration 

DO FORM 2918, Jul 2006 
Air Force Automated Form Updated April 2008 PO Number. 9SN1174 
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 AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPO)        
~.or 

ORGANIZATION: USTC!.}S:'RE SCPD NUMBER: 9842665 
SUPV LEVEL CODE: 8 COMP LEVEL CODE: ~~ 
TARGET GRADE: 
JOB SHARE: 
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2ND SKILL CODE: 25% ARLPLN Program AnalysislPlanning 
3RD SKILL CODE: 25% ARLDTS Program AnalysislData Systems 
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fication, staffing. d performance management purposes. 
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regulations. o 
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Program Analyst 
GS-0343-13 

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION: 
The primary purpose of this position is: Incumbent is the Joint Lesson Learned Program 
(JLLP), Remedial Action Program (RAP) Cell Section Chief. Responsible for providing 
and developing technical management, recommendations, and expertise to the Director, 
Strategy, Plans, Policy, and Programs, concerning the performance and analytical support 
of Joint Lesson Learned Program (JLLP), Remedial Action Program (RAP), Joint After 
Action Report (JAAR), Joint Training Information Management System (JTIMS), and 
Global Status of Resources and Training (GSORTS) programs. The purpose of which is 
to be the USTRANSCOM's spokesperson to the Joint Staff by defining, and reporting 
deficiencies and effectiveness of joint systems and applications in support of the 
warfighter. Serves as Lessons Learned Cell leader and is responsible for establishing, 
assigning, and prioritizing work assignments within the cell. In addition the incumbent 
provides instructional guidance on procedures and processes for USTRANSCOM staff 
and the Transportation Component Commands (TCCs) to follow while in the execution 
of assigned missions. 

The organizationaiiocation of this position is: Lessons Learned Cen, Readiness, Exercise 
& Training Branch, Plans & Readiness Division, Strategy, Plans, Policy, and Programs 
Directorate, US Transportation Command (USTRANSCOM), Scott Air Force Base, IL. 

ORGANIZATIONAL GOALS OR OBJECTIVES: 
The organizational goals or objectives of this position are: To provide leadership, 
analytical and technical support, and manage the effecti ve and efficient execution of all 
phases of the Joint Training System (1TS) and all facets of the Joint Quarterly Readiness 
Report (lORR) process within USTRANSCOM, and to provide comprehensive JTS and 
JORR subject matter expertise and assistance to, and oversight on, the Transportation 
Component Commands (TCCs) JTS implementation and JORR completion. 

DUTY 1: Critical 

Joint Lessons Learned Program (JLLP) and Joint Training Information Management 
System (JTIMS) Program Manager. Serves as the USTRANSCOM single point of 
contact for the commands Lessons Learned Program LLP and JTIMS programs and 
represents CDR USTRANSCOM at Joint Staff (JS) and Supported Combatant 
Commander forums. Serves as the command POC at Joint-Staff sponsored JLLP and 
JTIMS conferences, advocate meetings and task/working group meetings. Manages, 
analyzes, and provides sound management practices and instructions for 
USTRANSCOM's JLL program. Instructs USTRANSCOM staff and TCC members on 
a regular basis or as required, on the methodology, procedures, and benefits of a well 
managed lessons learned program and proper reporting instructions. Prepares and briefs 
Director, Strategy, Plans, Policy, and Programs and USTRANSCOM staff on the 
program. Ensures lessons learned and deficiencies are documented during all operations 



and exercises, and during day-to-day activities as appropriate. Serves as the point of 
contact for completion and collection of lessons learned observation reports, and after 
action items from the USTRANSCOM staff and the TCCs subsequent to all exercises and 
operations, or at designated phase points during, exercises and operations. Compiles and 
screens observation reports and after action item inputs for completeness, proper format, 
and general content. Analyzes the JLL inputs and advises or proposes solutions to 
originator to ensure suitability, acceptability, validity, and feasibility of all submissions. 
Proposes changes to organizational structure, functional responsibility, andlor process 
design to optimize efficiency and effectiveness of the JLL program. Manages the entry 
of screened repofts into a lessons learned database using Windows Joint Instructional 
Input Program (WJIIP) software, thereby updating the USTRANSCOM comprehensive 
JLL database. Compiles, drafts and finalizes USTRANSCOM instructions governing 
the lessons learned process and ensures pertinent command directives are current and in 
compliance with the latest JCS guidance, as well as lessons learned from other unified 
and specified commands. Performs JLL searches, and extracts relevant JLL reports and 
provides refined and pertinent information as requested. The incumbent serves as the 
USTRANSCOM single point of contact for the commands Joint Training Information 
Management System (JTIMS). Represents USTRANSCOM at JTIMS User Advocate 
Group (UAG) and Configuration Management Board (CMB) meetings and casts the 
USTRANSCOM single vote on issues presented. Participates in development, 
implementation, and evaluation of hardware and software upgrades to a'lsure they meet 
USTRANSCOM-unique requirements. Incumbent is the USTRANSCOM's expert at 
users advocate meetings and task/working groups to address and identify voids in 
documentation, make appropriate changes, and establish JTIMS rules and definitions for 
USTRANSCOM staffs to follow. 

STANDARDS: 

A. 	 Annually reviews an CJCS directives and policies pertaining to the JLLS, or more 
frequently as required. Prepares, promulgates, and executes plan of action to collect 
all USTRANSCOM and TCC JLLs inputs, and also those provided to 
USTRANSCOM from external sources. 

B. 	 Regularly oversees and evaluates all USTRANSCOM, TeC, and external JLLs inputs 
submitted on exercises, operations, andlor events participated in or pertinent to 
USTRANSCOM and the TCCs. 

C. 	 Responsible for updating USTRANSCOM electronic databases of all 10int Staff and 
command JLL on quarterly basis, or more frequently as required. 

D. 	 Often participates in development, implementation, and evaluation of hardware and 
software upgrades to assure they meet USTRANSCOM-unique requirements. 



KSA: 1,2,3,4,7 


DUTY 2: 	 CRITICAL 

Remedial Action Program (RAP) Program Manager. Functions as overall RAP program 
manager for USTRANSCOM in accordance with Chairman Joint Chiefs of Staff (CJCS) 
and USTRANSCOM Instructions. Receives, reviews, and checks for critical elements, of 
all lessons learned and after action reports submitted by USTRANSCOM staff and TCCs. 
Evaluates each report and determine if the report may be entering them into the formal 
RAP process or is information to pass along to the Joint Center for Lessons Learned 
(JCLL). Plans, coordinates, organizes, and facilitates the USTRANSCOM RAP Working 
Group (WG). Plans and organizes the USTRANSCOM Senior Group (SO) chaired by 
the Director, Strategy, Plans, Policy, and Programs. Prepares agenda and read-ahead 
documents for both WG and SG and distributes them to the group members. Records and 
reports the results ofWG and SG meetings to the Director, Strategy, Plans, Policy, and 
Programs, and the CDR USTRANSCOM. Coordinates the interface of the 
USTRANSCOM RAP Program with the JCS RAP Program. Conducts analysis and 
develops RAP Program reports for the Director, Strategy, Plans, Policy, and Programs, to 
forward to the Joint Staff. Serves as USTRANSCOM representative to the JS Working, 
Group, and reviews and prepares material for USTRANSCOM representative to attend IS 
SO. Serves as OPR for USTRANSeOM regulation governing RAP program. Briefs JS 
WG on status of JCS RAPS assigned to USTRANSCOM. 

STANDARDS: 

A. 	Annually reviews of all CJCS directives and policies pertaining to the RAP, or more 
frequently as required. Plans, prepares, and conducts review of outstanding 
USTRANSCOM RAPs and reports to JTS coordinator. 

B. 	 Regularly oversees and ensures assigned office of primary responsibility (OPR) 
within USTRANSCOM and at the TeCs provide updates to the RAP database for 
cognizant Joint Staff assigned and USTRANSCOM-assigned RAP program items. 

C. 	 Semi-annually plans, prepares, convenes, and conducts RAP working group (WG) 
and Senior Group (SG) conferences at USTRANSCOM in coordination with 
scheduled Joint Staff-RAP WO and SO events, and reports results to Joint Staff 
coordinator. 

D. 	 Evaluates all outstanding; USTRANSCOM, TCe, and external RAPs and develops 
RAP material and briefing for CDR USTRANSCOM representative to attend the 
semi-annual Joint Staff WG and semi-annual SO. 

E. 	 Routinely updates USTRANSCOM and Joint Staff RAP databases. Processes 
emerging RAP inputs, and manages established RAPs. 



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


DUTY 3: 	 Critical 

Serves as the Joint After-Action Report (JAAR) Manager for USTRANSCOM. Serves 
as the point of contact for after-action inputs from the USTRANSCOM staff, and reports 
from the TCCs, submitted on exercises or operations. Compiles and evaluates inputs and 
reports for completeness, compliance with format, and content. Analyzes after action 
items and reports for trends and issues applicable to upcoming or ongoing operations and 
exercises, or to the joint transportation community. Advises senior officers of archived 
after action items that apply to anticipated or actual operations to minimize recurrence of 
problems. Advises exercise and war game designers of after action issues relevant to the 
exercise objectives and scenario in order to minimize systems, procedures, and resource 
shortfalls, and enhance exercise design efficiency and effectiveness. Documents 
analytical findings for presentation to senior officers. Recommends solutions to 
identified deficiencies, further training required, and other action necessary to correct 
negative or shortfalls. Coordinates joint after-action reports with USTRANSCOM staff 
and TCCs, and ensures a final suitable for release by a senior officer to the Joint Staff 
and/or external agencies and commands. Maintains USTRANSCOM regulation 
governing the JAAR process up-to-date with latest JCS guidance and other revision as 
required. 

STANDARDS: 

A. 	Annually reviews and updates Command regulations and directives pertaining to 
JAAR and disseminate them in accordance with joint doctrine and command policy. 

B. 	 Provides timely guidance and assistance to USTRANSCOM staff and members 
through both written and computer-based instructions on JAAR requirements as 
required by operational and exercise timelines. 

C. 	 Thoroughly reviews, assesses, and reports on lAARs submitted by TCCs to 
USTRANSCOM to the lTS coordinator, and senior leadership as required. Compiles, 
records, and reports results of after action reviews to USTRANSCOM senior 
leadership a<; required. 

D. 	 Maintains, and annually updates USTRANSCOM lAAR archival database. Updates 
USTRANSCOM JAAR archival database. 

KSA: 1,3,6,7 



DUTY 4: 	 Critical 

Acts as expert and primary point of contact for the Global Status of Resources and 
Training System (GSORTS) pertinent to USTRANSCOM. Responsible for supervising, 
'planning, developing, coordinating, and implementing command reporting policy and 
procedures to properly manage GSORTS issues. In addition, serves as database 
administrator for USTRANSCOM GSORTS, and is member of GSORTS User Review 
Panel (URP). 

STANDARDS: 

A. 	 Routinely coordinates with Transportation Component Commands (TCe) to ensure 
updates are made into GSORTS monthly. 

B. 	 Almost always develops and provides supplemental instruction to TCC's GSORTS 
representatives. 

C. 	 Regularly reports on effectiveness, efficiency, and productivity of GSORTS to 
Director, Strategy, Plans, Policy, and Programs. 

KSA: 2,3,4 

DUTY 5: 	 Critical 

Serves as the lessons learned cell leader and receives general assignments from the 
division chief who outlines overall objectives. Serves as project team leader over one 
contractor and one marine reservists performing LL duties. Work assignments provide 
latitude for independent investigation, research, and planning to demonstrate initiative 
and resourcefulness. Serves as Joint Exercise ControllerlEvaluator during designated 
joint exercises. Participates in the Joint Exercise Control group (JECG), as specified by 
exercise design, to effect event coordination and task. evaluation in concert with JS and 
USTRANSCOM objectives. Conducts observation and collects data and information 
during exercises and operations on the USTRANSCOM CAT, staff, and the TCCs 
pertinent to JLL, RAP, and JAAR, or as directed by supervisor. Performs crisis action 
team (CAT) duties. Performs duty with the CAT or Crisis Response Team (CRT) during 
exercises and contingencies as required. 

STANDARDS: 

A. 	In most cases, attends CPX design conferences as required by designated exercises' 
schedules, and coordinates closely with CPX planners, to ensure effective and 
efficient address of JLL and JAAR requirements. 
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B. 	 Normally reviews exercise and training objectives for specified exercises and 
training- events to determine relevance to outstanding JLL and RAP items. 

C. 	 Routinely prepares and presents briefings on assigned CAT duties. Maintains general 
understanding and skill with specified software programs requisite to day-to-day 
Deployment Distribution Operations Center (DDOC) operations. 

KSA: 1,2,3,6,7 

RECRUITMENT KNOWLEDGE, SKILLS, AND ABILITIES (KSA); 

1. 	 Expert knowledge and skill to gather, assemble, and analyze lessons learned and after 
action items, draw conclusions, assess rewmmendations, and devise solutions to 
problems, and identify changes and trends. 

2. 	 Expert skills in applying analytical and evaluative techniques to the identification, 
consideration, and resolution of issues or problems concerning efficiency and 
effectiveness of program's implementation. 

3. 	 Professional ability to communicate effectively, both orally and in writing-, with all 
levels of personnel from the Office of Secretary of Defense (OSD), Services, Defense 
Agencies, Joint Staff, Tees, and government contractors to resolve problems, 
provide direction and or present briefings. 

4. 	 Ability to use personal computer and applicable software programs to manage 
programs implementation/conduct, and concurrently, to use specific, applicable data
management software programs. 

5. 	 Ability to plan, prepare, and facilitate conferences and post-event reviews. 

6. 	 Expert ability to resolve very broad, complex problems involving diverse 
organization, multiple approving authorities, and a variety of policies and controls. 

7. 	 Expert skills in conducting studies, analyzing findings, developing required policies 
and procedures, and making recommendations to OSD, Joint Staff, TeCs, and 
USTRANSCOM Staff. 

Factor 1, Knowledge Required by the Position Levell-S 1550 points 

Expert knowledge and skill in applying analytical and evaluative methods and managerial 
techniques to the measurement and improvement of the efficiency and effectiveness of 
the JLL, RAP, JTIMS. lAAR, and GSORTS programs. 



Expert knowledge and skill in applying analytical and evaluation methods and techniques 
to new data input and historical records/archival information resident in assigned 
program 

Expert knowledge of the JCS Joint Training Information Management System (JTIMS), 
the primary base-scheduling tool as directed by the JCS 17. 

Extensi ve knowledge of the component scheduling tools with an understanding of the 
movement toward joint scheduling tool interoperabifity with JTIMS as the primary base 
scheduling tool. 

In depth knowledge of U.S. military organization (joint service, including guard and 
reserve), their missions, capabilities, and limitations to interface intelligently and 
expeditiously with subordinate and senior commands. 

Knowledge'of the Joint Operations, Planning, and Execution System (JOPES) is required, 
particularly the crisis action planning procedures, to include initial Time Phased Force 
Deployment Data (TPFDD). This knowledge is required to monitor the movement of 
personnel and materiel in support of the deployment process. 

Knowledge of air, land, and maritime concepts and principles: DOD military command 
and control operations, command and control of air, land, and maritime forces, 
geographical areas of responsibility as it pertains to the geographical Commands, air, 
land, and maritime combat operations at both the operations and strategic levels-of war. 

Expert knowledge of CJCS, USTRANSCOM regutations, policies, procedures, 
precedents, and command guidance pertinent tot he implementation, management, and 
evaluation of the JLL, RAP, JTIMS, JAAR, and GSORTS programs, techniques joint 
military operations, joint exercises, and joint evaluations. 

Expert knowledge of command and management relationships, processes, procedures, 
and techniques that pose complex and sensitive challenges to the prosecution of the JLL, 
RAP, JTIMS, JAAR, and GSORTS programs, and the in-depth experience, jUdgment, 
and creativity to resolve problems that interrupt normal corrective action. 

Knowledge and skill in obtaining higher authority approval and support for 
recommendations, which have subSlantial impact on fiscal, administrative, and personnel 
resources of USTRANSCOM, and which may conflict with, or compete against, other 
command requirements or be contrary to normal operating procedures. 

Knowledge and the ability to interpret and develop policy, regulations, procedures and 
system processes to enhancements of the JJL, RAP, JTIMS, JAAR, and GSORTS 
programs. 

Expert knowledge to delineate programs' elements, assign multiple taskings and manage 
assigned personnel to accomplish complex, comprehensive program success. 

In-depth knowledge of staff coordination and writing procedures at USTRANSCOM for 
the purpose of briefing General and Flag Officers on ILL, RAP, JTIMS, JAAR, and 
GSORTS program issues. 



Factor 2. Supervisory Controls Level 2-4 450 Points 

Supervisor provides administrative direction with broadly defined assignments, which are 
discussed with employee as to scope, milestones, and possible approaches. The 
incumbent works with a high degree of independence and must rely on professional 
judgment, technical background and personal initiative in selecting and dealing with 
matters under the incumbent's cognizance. Work is infrequently reviewed in progress, 
but normally as completed work and review is usually limited to such matters as 
soundness of approach, feasibility of recommendations, fulfillment of objectives. 

Factor 3. Guidelines Level 3-4 450 Points 

Guidelines include DOD, services and USTRANSCOM broad and nonspecific policy 
statements, technical guidelines and regulations, office Standard Operating Procedures, 
precedents, and lessons learned from previous projects. The incumbent must exercise the 
highest degree of initiative and independent judgment in interpreting and applying an 
guidelines to effectively implement the CJCS Joint Training System as the 
USTRANSCOM's mission, military strategy, and command taskings. In making 
decisions the employee is often required to depart from past approaches and to develop 
new techniques to meet major objectives without compromising command objectives. 
The jncumbent will be required to analyze, interpret, and evaluate a broad range of highly 
complex factors to develop appropriate policies, plans, procedures, and guidelines. The 
incumbent will be looked upon as an authority and technical expert regarding 
USTRANSCOM's JLL, RAP, JTlMS, JAAR, and GSORTS programs. 

Factor 4, Complexity Level 4-5 325 Points 

Incumbent identifies, develops, and executes various program plans, research, and 
analytical techniques of controversial matters of great complexity. The incumbent uses 
guidelines available and knowledge of the dynamic USTRANSCOM mission to achieve 
the commander's training objectives. This frequently requires flexibility in implementing 
the CJCS Joint Training System as the USTRANSCOM mission, military strategy, and 
command taskings expand and continually evolve~ In making decisions the employee is 
often required to depart from past approaches and to develop new techniques to meet 
major objectives without compromising exercise and operational objectives. The 
incumbent will be required to analyze, interpret, and evaluate a broad range of highly 
complex factors to develop appropriate policies, plans, procedures, and guidelines. The 
real challenge for the incumbent is to identify problems and develop recommended 
solutions before they adversely impact upon readiness or ongoing operations. 

Factor 5. Scope and Effect Level 5-4 225 Point,,; 

Incumbent is responsible for the efficient and effective operation of the Joint Lessons 

Learned Cell of the Readiness, Exercise, and Training Branch (TCJ5-RE). The primary 




purpose of the work is to establish priorities and overall supervision of the cell and 
provide technical expertise in management of USTRANSCOM's JLL, RAP, JTIMS, 
JAAR, and GSORTS programs. Decisions and recommendations made by the employee 
can affect the operations effectiveness of USTRANSCOM's ability to support the 
warfighter and ability to achieve training objectives. 

Factor 6, Personal Contacts 	 (see Factor 7) 

Routine face-to-face personal contacts by the incumbent are required with individuals 
both within and outside USTRANSCOM. Contacts regularly include (but not limited to) 
Joint Staff, USTRANSCOM directors and commanders, military and civilian 
management officials, and government contractors. Incumbent is able to effectively 
represent USTRANSCOM before Flag and General officers, Interagency senior 
executives, Joint Staff, and senior DOD officials. 

Factor 7, Purpose of Contacts 	 LeveI6n-3-c 180 Points 

Contacts are required to identify and resolve issues and to provide direction, guidance, 
and tasking to subordinates. Additionally, contacts are required to provide advice to 
senior command leadership. Contacts are also required to brief, support, persuade and 
justify USTRANSCOM's position concerning JLL, RAP, JTIMS, JAAR, and GSORTS 
programs to higher authority to resolve complex and controversial issues. As a 
recognized authority in the various program areas, the incumbent partidpates in senior 
level meetings, symposiums and conferences of critical importance. 

Factor 8, Physical Demands 	 Level8-l 5 Points 

Physical activity is minimal, however, incumbent will often be involved in time-sensitive, 
stressful, fatiguing work-related situations requiring a variety of simultaneous taskings 
and responses. Work involves some walking, standing, bending or carrying light items 
such as files, computer products or office supplies. 

Factor 9, Work Environment 	 Level 9-1 5 Points 

The work is performed in a normal office environment. Work is usually performed at a 
desk in an adequately lighted and climate controlled office. The work environment may 
vary while the employee is performing duty a various locations. 

Other significant facts pertaining to this position are: 

I. 	 This position requires the incumbent to have a Top Secret clearance and eligible for 

access to Sensitive Compartmentalized Information (SCI). 


2. 	 Work may occasionally require travel away from the normal duty station on military 

or commercial aircraft. 




CLASSIFICA TION SUMMARY: 
CLASSIFICATION STANDARD(S) USED: OPM Position Classification Standard for 
Management and Program Analysis Series, GS-0343, TS-98 dated Aug 90; aPM 
Position Classification Standard for Administrative Analysis Grade Evaluation Guide, 
TS-98 dated Aug 1990. 

05-13 Point Range: 31 S5 - 3600 
Total Points: 3190 
Orade: GS-13 

Final Classification: Program Analyst, 05-343-13 
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CORE PERSONNEL DOCUMENT Number: 

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION: 

The primary purpose of this position is: To explore. exploit and leverage as well as providing centralized management 
and direction of transportation-related transformation technologies. in both the foreign and domestic private and public 
sectors. for the enhancement of the Defense Transportation System (DTS) capabilities. This position ensures that 
technology investments and development that infuse transformational transportation/distribution capabilities into the DTS ' 
are consistent with the U. S. Transportation Command (USTRANSCOM) Strategic Plan and other related Department of 
Defense (DOD) initiatives. In addition, this position provides oversight/manages the interface and integration of command 
initiatives/concerns within the Joint Requirements Oversight Council/Joint Warfighting Capabilities Assessment 
(JROC/JWCA) to plan, organize. and determine necessary policies, regulations, directives, programs. doctrine, and 
procedures to establish, maintain, and resolve JROC/JWCA issues. 

The organizational location of this position is: U.S. Transportation Command, Strategy, Plans, Policy, and Programs 
Directorate, Programs and Analysis Division, Analysis, Simulation and Technology Branch, Scott AFB IL 

ORGANIZA TIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of this position are: To identify and validate DTS-related transformation 
technology requirements; define and orchestrate transformation technology program roles and responsibilities; ensure 
program goals and validated technology requirements are clearly reflected in the USTRANSCOM Strategic Plan, National 
Security Strategy (NSS), National Military Strategy (NMS). the Defense Planning Guidance (DPG), and critical 
Department budgeting documents; and marshal financial support for technology pursuits through the JROC/JWCA process. 

DUTY 1: Critical 

Develops and orchestrates command program to exploit and leverage transformational technology initiatives being 
pursued by DOD, non-DOD government organizations, and commercial industry to enhance the performance and 
capabilities of the Defense Transportation System (DTS). Actively engages command and component staffs in 
identification of technology requirements. Establishes mechanism for collection of technology needs and solicitation of 
proposals. Ensures screening of technology proposals to validate that proposal falls under the command's transformation 
technology purview and supports a validated DTS technology requirement. The employee develops long-range plans for the 
acquisition of advanced transportation-related technology systems to support command missions and transform the force 
projection concepts and strategies of the DTS. This involves evaluations, analysis of data. determination of the opel' ational 
implications of statistics generated from the data, assurance of high quality tests and evaluation documents, and appUcation 
of results to the requirements process. Objectives are to improve operations, transportation systems, transportation systems 
support, training and strategy and to furnish data for Combatant Commander decisions. Ensures assessment of non-materiel 
solutions is conducted prior to linking proposed technology initiative to identified need. Manages and refines the procedure 
by which customer identified technology needs are received, matched against ongoing research initiatives, and translated 
into a command.approved strategy/vision for execution. Translates approved pursuits into programmatic FYDP input. 
Orchestrates organizational interface with and ensures active monitoring of selected agency, Service, and research 
organizational pursuits of transformational, transportation-related initiatives. Responsible for promulgation of command 
program objectives with technology counterparts within the Office of Secretary of Defense (OSD), Joint Staff, Services, 
selected defense agencies, other combatant commands, and industry. Conducts program cost analyses of projects and 
analyzes cost benefit of current or projected programs. Identifies resources (staff, funding, or equipment) requ.ired to 
support varied levels of program operations. Provides support and advice on reprogramrping of funds and funding; levels 
due to changes in technology pursuits or other changes. Provides input and advice to employees within the USTRAN SCOM 
headquarters staff and the transportation component commands on transformational technology pursuits. Personally 
manages the command's multi-million dollar transformation technology account. Prepares documentation and delivers oral 
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CORE PERSOl\TNEL DOCUMENT Number: 

presentations, such as briefings, training sessions. consultations, and strategy sessions with other staff service functions and 
activities, to secure cooperation, resolve controversial matters. and convey information relative to proposed changes in the 
command's transformation technology program. 

STANDARDS: 

A. Effectively liaison not only within headquarter's staff and assigned components but also with the Joint Staff, Services, 
Defense Agencies, Combatant Commands, and industry to assess/address current and future transportation, transformation 
technology requirements and garner support for materiel enhancements to DTS transportation-related issues. 

B. Effectively orchestrate the management of staff efforts to ensure development and implementation of programmatic 
solutions to identified requirements. 

C. Routinely crafts, coordinates, and submits with prescribed timeliness point papers, executive summaries, etc., and 
develops and presents formal briefings. Composes papers and articles for conferences, meeting, etc., which area concise, 
accurate and target audience specific. 

D. Routinely provides insightful and timely programmatic advice for inclusion in a variety of critical planning documents, 
conferences, reports, etc. Routinely prepares and presents comprehensive oral presentations in assigned areas. 

E. Accurately establishes and updates, in accordance with the budget cycle, inputs to multi-year budget requirements by 
thorough documentation. 

F. Provides appropriate data to key officials at all levels of management to help achieve the most effecti ve transformation 
technology program. 

KSA: 2,3,4,5,6,7,8 

DUTY 2: Critical 

Serves as an authority on JROClFunctional Capability Boards (FCBs) issues pursuits impacting USTRANSCOM's 
strategic plan with responsibility for analyzing, developing, and evaluating detailed plans, goals, and objectives for 
long-range implementation of identified issues. As the command focal point for JROCIFCB issues, this individual 
analyzes and evaluates substantive program operations, management and organizational effectiveness, efficiency, and 
productivity. Develops andlor recommends modifications to systems, programs or budgets through the JROCIFCB process 
to the Chairman Joints Chiefs of Staff (CJCS), Services and Secretary of Defense (SecDef) for resolution. Analyzes current 
fiscal year budget and the programming of the Future Years Development Program (FYDP) issues being addressed by the 
JROC and ensures there resolution within established processes. Programs involve such activities as supporting, deve10ping, 
planning, coordinating, and implementing the JROC process; validating key requirements; and challenging programming 
resolutions that do not support command identified needs. Prepares documentation and delivers oral presentations such as 
briefings, training sessions, consultations, and strategy sessions with other staff service functions and activities to secure 
cooperation, resolve controversial matters, and convey information relative to proposed changes in JROCIFCB programs. 
Responsible for establishing and coordinating USTRANSCOM position and policy by developing a variety of 
correspondence and other documentation; i.e., formal letters, position papers, reports, staff studies, staff summary packages, 
briefings, charts, bullet background papers, etc., and providing executive management support of JROCIFCB issues. 
Represents the command at various Joint Staff Flag chaired FCB meetings. Provides input and advice to employees within 
the USTRANSCOM headquarters staff, the transportation component commands, and counterpart officials within other 
Combatant Commands, the Services, the Joint Staff, JROCIFCB representatives, and other government agencies on a variety 
of critical planning documents, at conferences, strategy sessions, etc., which affect JROCIFCB issues. Analyzes problems 
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discovered in prior studies or actual operations and advises senior management on the feasibility of different approaches 
which provide a basis for better planning of operations. 

STAl\1)ARDS: 

A. Accurately identify and assess unresolved requirements that affect the capability and capacity of the DIS and/or the 
command's ability to effectively and efficiently operate its military and civil sector elements for JROC resolution. 

B. Effectively orchestrate the management of all USTRANSCOM JROCIFCB efforts, not only within the command and 
assigned components but also within DOD, to ensure development and implementation of programmatic solutions to 
identified requirements. 

C. Effectively liaison with the Joint Staff, Services, Defense Agencies, and Combatant Commands to assess/address current 
and future transportation requirements and garner support for doctrine, organization, training, materiel, leadership/education, 
personnel, and facility (DOTMLPF) enhancements to DTS-related JROCIFCB issues. 

D. Routinely provides insightful and timely programmatic advice to the commander for inclusion in a variety of critical 
planning documents, conferences, reports, and studies. Routinely prepares and presents comprehensive oral presentations in 
assigned areas. 

E. Ensures thorough and timely coordination of proposed courses of actions with all offices or activities having an interest 
in the area of assignment. 

KSA: 1,2,3,4,5,6,7 

DUTY 3: Critical 

Serves as authority on JROCIFCB by documenting planning and progr~mming decisions in appropriate formats to 
meet JROCIFCB programmatic inputs. Identifies non-standard or emerging requirements, assesses impact on program, 
and orchestrates development of programmatic recommendations. Appraises joint warfighting capability areas and analyzes 
critical deficiencies and strengths. Analyzes problems created by the incompatibility of future programs, initiates corrective 
action and also recommends opportunities to improve joint warfighting capabilities. Coordinates findings to assess 
acceptable risks and to ensure that joint warfighting requirements priorities are satisfied within established resource 
constraints, while simultaneously making recommendations to ensure joint interoperability, promoting economies of scale, 
and reducing parallel and duplicative efforts. Responsible for integrating command interest JROC requirements into annual 
fiscal programs. Analyzes new or proposed legislation or regulations to determine impact on program operations and 
management. Develops new or modified administrative program policies, regulations, goals or objectives. Ensures that 

. issues identified within the command's strategic plan are appropriately addressed via the JROCIFCB process. Ensures that 
applicable command concerns . are properly vetted through the FCB/JROC process and addressed through the planning, 
programming, budgeting, and execution system. Advises the Commander on requirements prioritization; provides 
programmatic advice for preparation of the Commander'S input to the Chairman'S Program Recommendations (CPR); 
provides advice on conformance of Services' Program Objective Memorandums (POMs) to the JROC established priorities 
in preparation of the Commander's input to the Chairman'S Program Assessment (CPA); etc. Establishes guidelines that 
require considerable adaptation andlor interpretation to resolve JROCIFCB issues and problems. Coordinates with 
appropriate staff offices to ensure that planning and programming documents cover all major areas of concern. 

STANDARDS: 
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A. Accurately establishes and updates, in accordance with the JROC cycle, inputs to critical documents that address multi
year requirements for programmatic resolution .. 

B. Documentation of plalming and program development is consistently accurate, timely, and produces well thought out 
and developed proposals and conclusions. 

C. Provides complex support services as they pertain to JROC/FCB assigned programs or projects. 

D. Effectively coordinates actions wilh all organizations having input or being affected by proposed plans and programs. 

KSA: 1,2,3,4,5,6,7 

DUTY 4: Critical 

Serves as the focal point for the development and documentation of materiel needs within DOD's requirements 
generation process. The incumbent is responsible for strategic areas relating to the assessment of military for defense 
acquisition programs. The employee promotes interChange of information on requirements, capabilities, deficiencies, and 
technology applications in the area of specialization. Within the command, serves as the focal point for the development 
and coordination of joint capabilities integration and development program. Orchestrates the command's participation in the 
Department's capabilities generation process. In this capacity, the employee screens all DOD generated requirements 
documents received via either the Joint Command, Control, Communications, and Computer Interoperability Program 
Assessment Tool (JCPAT) or the Knowledgement ManagementJDecision Support (KMlDS) systems for applicability, seeks 
applicable staff review of these documents, and consolidates inputs, resolving differences, prior to submitting command 
responses. Additionally, the incumbent provides advice/assistance in the preparation of associated documentation for 
command-sponsored programs within the JCPAT andlor KMJDS systems. Ensures assessment of non-materiel solutions to 
proposed materiel requirements prior to submission of proposal. Provides command requirements interface with Joint Staff, 
Services, Defense Agencies, and Combatant Commands. 

STANDARDS: 

A. Routinely accesses and identifies DOD's requirements gereation system for taskings. 

B. Reviews all requirements documents, staffs those of interest with applicable command and/or component staffs, 
consolidates and submits responses (resolving any differences). 

C. Serves as conduit for submission of command generated requirements documents, providing advice/assistance to the 
staff in the preparation of these documents ensuring quality assurance in format and content. 

KSA: 1,2,4,5,6 

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): . 

1. Knowledge of a wide range of qualitative anc\Jor quantitative methods for the assessment and improvement of joint and 
multi-unified command level plans and programs for conducting major procurement reviews such as assessment of military 
requirements for defense acquisition programs. 
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2. Expert knowledge of organizational missions, objectives, procedures and regulatory framework within which DOD, other 
federal agencies and industry operate. 

3. Knowledge of Joint Strategic Planning System (JSPS) and command program goals and objectives, the sequence and 
timing of key operational events and milestones, and methods of evaluating the effe.ctiveness of planning actions related to 
actual events. 

4. Ability to establish and maintain effective working relationships not only with subordinate/parallel staff, but with all 
levels of key management officials, the latter particularly requiring the exercise of tact, ingenuity and resourcefulness. 

5. Ability to plan, organize, direct and/or coordinate difficult and complex studies, projects and programs and to negotiate 
effectively with management to accept and implement recommendations, where proposals involve substantial resources, and 
require extensive changes in established concepts and procedures. 

6. Ability to communicate effectively both orally and in writing; negotiate complex issues; and maintain good working 
relationships. 

7. Demonstrated broad level of DTS expertise and ability to apply a high level of sound, independent judgment in the 
solution of problems impacting assigned areas of responsibility. 

8. Provide expert technical advice, guidance and recommendations to management and other technical specialists on the 
interrelationships of multiple technology disciplines and the application of emerging technologies to command business 
processes. 

CLASSIFICATION CRITERIA: 

Factor 1, Knowledge Required By The Position Level 1-8 1550 Points 

Mastery knowledge of a wide range of qualitative and quantitative methods for the assessment, improvement of and 
implementation of critical command plans and programs for participating in or conducting major procurement reviews such 
as assessment of military requirements for defense acquisition programs. 

Mastery knowledge to plan, coordinate, and implement the Joint Warfighting Capabilities Assessment process, challenging 
and validating key requirements; developing and coordinating the command's Joint Capabilities, Integration and 
Development generation process, to include production and coordination of associated documentation (e.g., Initial 
CapabilitieslRequirements Documents; Operational Requirement Documents (ORD); Command, Control, Communications, 
and Computer Interoperability Support Plans (C4ISP); Doctrine, Organization, Training, Materiel, LeadershiplEducation, 
Personnel, and Facility (DOTMLPF) packages; etc.). 

Ability to advise Commander, U.S. Transportation Command, on requirements prioritization; programmatic advice for 
preparation of and input to the Chairman's Program Recommendations (CPR); and, conformance of the POMs to the 
priorities established in strategic plans for input to the Chairman's Program Assessment (CPA). 

Knowledge of military command structure, missions, programs, and organizational relationships and. program goals and 
objectives, the sequence and timing of key operational and programming events and milestones, and methods for evaluating 
the effectiveness of actions as related to actual events. 

Knowledge of the various command organizations involved in overall planning and execution of JROCIFCB operations and 
evaluations. 
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CORE PERSONNEL DOCUMENT Number: 

Demonstrated skill of project management principles, methods and practices including plan and schedule development, 
estimation of resource requirements, milestone definition, and monitoring activities. 

Expert knowledge of organizational missions, objectives, procedures, and regulatory framework of transportation 
management and technology support programs within which DOD, other Federal Agencies, commercial customers, and 
industry operate. 

Highly skilled at analyzing, evaluating, correlating, advising, and acting on complex inter-Service and international 
transportation management, operational and technological support issues affecting DTS customers. 

Ability to plan, manage and lead large difficult projects involving many participants, where technical unknowns prevail and 
high levels of resources are involved, and to coordinate and review complex technical work. 

Familiarity with the principles, policies and regulations of the budget, materiel acquisition, and contracting processes, 
associated documentation, and their interrelationships in order to plan and direct technology development. 

Ability to independently plan, organize, and develop comprehensive studies, or projects, develop solutions to broad, 
important, and severe command operational and contingency areas, and the ability to negotiate effectively with management 
to accept and implement recommendations, where the proposals involved substantial resources, and require extensive 
changes in established concepts and procedures. 

Ability to communicate effectively, both orally and in writing, with all levels of personnel from OSD, Services, Federal 
agencies, Joint Staff, Transportation Component Commands, cobatant commands, industry, and others to resolve problems, 
provide direction, participate in meetings, and/or prepare briefs. Must have a high degree of ingenuity, initiative, 
resourcefulness, judgment, diplomacy, and tact while acting on complex issues with outside agencies. 

Factor 2, Supervisory Controls Level 2-4 450 Points 

Performs work for the supervisor who provides administrative direction, in regards to assignments in terms of broad defined 
missions or functions. The employee, having developed expertise in the assignment, independently plans, designs and 
carries out all aspects of the program, projects, study, or work, estimating costs and funding, coordinating with others and 
resolving problems incurred. This frequently involves the definitive interpretation of regulations, and developing new 
command directiOn/priorities within the JROCIFCB and technology pursuit program areas. The employee defines program 
objectives and direction and has the authority to plan, schedule and pursue major initiatives, expand their scope, and assign 
primary office of responsibility, to enhance program effectiveness. The employee informs the supervisor about the 
progress, potentially controversial matters, or far-reaching implications. Results of work performed is considered 
technically authoritative and normally accepted without significant change. Staff and line management officials whose 
programs would be affected by implementation of the recommendations normally review analysis, evaluations, and 
recommendations developed by or under the auspice of this position outside the employee's immediate office to ensure 
fulfillment of program objectives and lor the contribution of proposed technological solutions to the improvement of the 
DTS. 

Factor 3, Guidelines Level 3-5 650 Points 

Guidelines include Public Law, rulings of regulatory agencies, DOD instructions, Joint directives and publications, multi
service and service regulations, and command regulations and guidelines. Guidelines are often broadly stated in 
nonspecifics and provide a general outline of the program goals and objectives, but they do not detail the methods used to 
perform or complete work assignments. The employee uses judgment and ingenuity in interpreting the intent of guides and 
revising existing policy/formulating new policy andlor developing work· applications for use by others. Frequently the 
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CORE PERSONNEL DOCUMENT Number: 

employee is recognized as a technical authority in the development and interpretation of guidelines. Using knowledge and 
expertise, the incumbent must also review, analyze and ascertain policy shortfalls and propose/effect changes and develop 
guidelines to affect program change and enhance performance. 

Factor 4, Complexity Level 4-6 450 Points 

Develops, interprets, implements, and resolves a wide variety of highly complex and controversial administrative, technical 
and management issues related to exploration/exploitation and infusion of technology enhancements into the transportation 
and distribution systems as well as the refinement of warfighter capability requirements/command integrated priority 
requirements till'ough established Department processes. The impact of projects managed/orchestrated by this position 
directly impact the command's ability to provide required warfighter deployment, employment, and sustainment support. 
Requires the application of a variety of analytical techniques, extensive knowledge of operations and programs critical 
involved in the deployment/employment of our nation's military forces. Requires extensive knowledge of the Department's 
capabilities-based processes, science & technology programs, warfighter requirements, interoperability/integration 
initiatives, etc. combined with an extensive network of contacts within OSD, the Joint S~ff, Services, Defense Agencies, 
other government agencies, industry, and academia to identify technology enhancements/obtain support for programmatic 
solutions. Establishes the criteria to measure and/or predict the attainment of JROCIFCB and science and technqlogy goals 
and objectives. The work involves identifying concerns and developing ways to resolve issues that directly affect the DTS 
force projection and distribution capabilities taking into account such factors as joint warfare capability, acquisition process, 
programming of defense resources and joint integration of operational readiness. The nature and scope of most issues are 
largely undefined for which previous command experience is lacking. 

Factor 5, Scope and Effect Level 5-5 325 Points 

The purpose of the work is to assess the productivity, effectiveness, and efficiency of JROCIFCB and science and 
technology prowams; isolating and defining unknown conditions; and analyzing and resolving critical problems. Work 
involves establishing criteria to measure and/or predict the attainment of JROCIFCB goals and objectives and the infusion of 
technological solutions to address validated DTS deficiencies. The work involves identifying requirements and developing 
resolutions, which enhance the DTS and directly affect the accomplishment of joint warfighting capabilities taking into 
consideration such factors as joint wmfare capability, science and technology processes, acquisition, programming of 
defense resources, and joint integration and interoperability concerns. The work contributes to the improvement of 
productivity, effectiveness, and efficiency of the DTS and affects the plans, goals, and effectiveness of USTRANSCOM's 
intercommand cooperation in peace and war. 

Factor 6 & 7, Personal Contacts Leve16/7-3C 180 Points 

Contacts are with employees within the USTRANSCQM Headquarters staff; counterpart officials in the Department of 
Defense, FCB representatives and FCB general officers at Joint Staff; the staff of other unified commands: transportation 
component commands (Air Force, Army, and Navy) staff; other command staff offices, government laboratories, other non
DOD government agencies; industry; and contractors in moderately unstructured settings. Contacts are made with officials 
or organizational representatives several levels above the incumbent when presenting plans, programs briefings, discussions, 
technology proposals, etc. 

The purpose of contacts is to analyze, develop, and evaluate detailed plans, goals, and objectives for long-range 
implementation of JROCIFCB issues and proposed science and technology solutions. The work involves active 
participation in conferences, meetings, hearings, or presentations involving problems or issues of considerable consequence 
or importance. The people contacted typically have diverse viewpoints, goals or objectives requiring the employee to 
achieve a common understanding of the problem and a satisfactory solution by convincing them, arriving at a compromise, 
or developing suitable alternatives. 

Factor 8, Physical Demands Level 8-1 5 Points 
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CORE PERSONNEL DOCUMENT Number: 

The work is primarily sedentary, such as sitting comfortably. There may be some walking, standing. bending. and carrying 
of light items. 

Factor 9, Work Environment Level 9-1 5 Points 

The work is performed in a properly heated and ventilated, air conditioned, and well-lighted office setting. 

Other significant facts pertaining to this position are: 

I. May travel by military or commercial air to conferences, meetings, or other functions away from the duty site. 

2. Broad understanding of the Department's science and technmology program as well as its associated 
organizational structure and processes. 

3. JROCIFCB expertise is critical to the successful completion of the work. 

4. Broad understanding of the DTS, the deployment and sustainment processes, the role of industry, basic 
acquitision principles, and financial management regulations is critical to successful completion of the work. 

CLASSIFICATION SUMMARY: CLASSIFICATION STANDARD(S) USED: U.S. OPM Position Classification 
Standard for Management and Program Analysis Series, GS-343, TS-98, August 1990, (HRCD-6, January 1999); and U.S. 
OPM Administrative Analysis Grade Evaluation Guide, TS-98, August 1990, (HRCD-6, January 1999). 

GS-14 Point Range: 3605 - 4050 

Total Points: 3615 

Grade: GS-14 

CLASSIFICATION REMARKS: The Management and Program Analysis Series, GS-343, does not contain grading 
criteria. The standard states that nonsupervisory positions at grade GS-09 and above be evaluated by reference to the 
Administrative Analysis Grade Evaluation Guide. The Administrative Analysis Grade Evaluation Guide covers 
administrative work which does not require specialized subject matter knowledge and skills, but does require a high degree 
of qualitative andlor quantitative analytical skills, the ability to research problems/issues, written and oral communication 
skills, and the application of mature judgment in problem solving. Work described falls within this definition; therefore, the 
position was evaluated in accordance with the factors and work illustrations in the Guide. 
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, Air Force Skill Codes: 

NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION 

'1. Extensive knowledge of DOD syslems including. applications. operating systems, management principles. information I 
processrng Slandarcls ane! procedures. In depth knowledge oj configuration management regulations, principles. and I 
techOlques. . ! 
2. Extensive knowledge of fixed/tactical/strategic information systems design, development, and the implementation I 

methodologies combinec\ with a broad knowledge of cormm:nications·electronics equipment. r 
3. Knowledge of transportation policies, procedures and practices within the Defense Transportalion System (DTS). 

• 4. Kno\vle(jge of the Chairman, Joint Chiefs of Stall readiness assessment program. the Join! Monthly Readiness Repe 
· (JMRf1). 

5. Skl;1 in identiiication, iniegralion, ins lallation, planning, analyzing. organizing, directing, operating and modification of the i 
transportation communications-computer systems arcilitHcture for world-wide exercise and contingency operations. ! 
6 Knowledgi:1 of National. DOD anci JC8 directives governing the use of Radio Frequency (RF) speclrum. 

· 7. 8kllllQ communicate elfectively, both orally ami in wriling. to address complex technical issues, prepare statements and 
brieiings for senior military. gO'lemmen!, anc! civilian officials. and to coordinate/manage planning and program activities. 
8. Skill in planning. organizing. directing, operating and evaluating \tle myriad of programs this position manages. 
9. Ability to plan, organize. prioritize. and delegate claily \vorkload to meet changing deadlines and rapidly changing 

I circumstances. 
I i O. Ability to supervise. mentor, motivate. appraise, and work with subordinate supervisors and non-supervisory 
I employees. 

· 11. Know~dge~salewandsecurilymg~u~l~a~tio~n~s~,~p~r~aactG~~~~s~,~ru_'d~p_ro~c~e~d~u_~~.s_.~~~~~~~~~~~~~~~~~~ 
r 33. CONDITIONS OF APPOINTMENT/OTHER SIGNIFICANT FACTS 

1. Incumbent '.·/ill be required to travel by regularly sCfwuuled passenger, military, or commercial aircraft in the. 
i performance 01 temporary (juty assignments. 

2 The employee '11Ust obtain and maintain a Top Secret/SDecla! Comp,lrimented Intelligence (SCI) security clearance. 
· 3 Ttl:S DOSliIOr. may require the employee to work other Il"1an normal flours inclucJjn~1 weekends and holidays \vhich 

j":-'uy ir;c1ucie Qv(;rtirne, 

DD Font.,l 29; 8. Jul 2006 
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Air Force Skill Codes: 

NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION 


'1, Extensive knowleeige of DOD systems including, applications, systems, Immagement principles, information 
processing standards anci procedures. In depth knowleclqe oi configuration management regulations, principles, and 
techninues. 
2. Extensive knowledge 01 fixedilacticaVstrategic information s~lstel1lS design, development, and the implementation 

methoclologies combinec! with a broad knowlerJge of communications-electronics equipment. 

3, Knowledge 01 transportation policies, procedures ane! practices within the Defense Transportation System (DTS). 

<1. Knowlec!ge oi the Chairman, Joint Chiefs of Staff readiness assessment program, the Joint Monthly Readiness Repc

I (JMRR). 
5. 8kl:lm identification, integration, installation, planning, analyzing, organizing, directing, operating and modification of the 
transportation communications-compllter systems architecture for world-wide exercise and contingency operations. 

11 6. Knowledge 01 National, DOD and JC8 directives governing the use of Radio Frequency (RF) spectrum. 
7, Skill to communicate all actively. both orally and in wriling, 10 address complex technical issues, prepare statements and 

I briefings for senior military. government, and civilian officials, and to coordinale/manage planning and program activities, 
• 8. Skill in planning. organizing. directing, operating and evaluating the myriad of programs this position manages. 

I 9, Ability 10 plan. organize, prioritize, and delegate daily workload to meet changing deadlines and rapidly changing 

, circumstances. . 

'I' i O. Ability to supervise. mentor, motivate. appraise, and work with subordinate supervisors and non-supervisory 

. employees. 


1i. Knowledge 01 safety and security regulations, practices. ami procedures.
!33. CONDITIONS OF APPOINTMENT/OTHER SIGNIFICANT FACTS 

, 1. Incumber'li wiil be required to travel by regularly sClleduled passenger, rniiilary. or commercia! aircraft in the 
: performance of temporary cluly aSSignments. 

2. The employee must obtain and maintain i) Top 8ecretfSD9cia! Comparimentec! Intelligence (SCI) security clearance. 
3 Th:s pOSlllon may require the employee to wor"- othc~1 Ihan normal eillly [lOW'S inclucJing weekencls and holidays which 
p~ay include ,)'!ertim,~. 

.. ! 
,J.;,;'/ , 

• '/' 
, 
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NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION 
POSITION AND HIRING INFORMATION 

1. POSITION NUMBER 12. POSITION TITLE 3. OCCUPATIONAL CODE 
43130 Program Analyst 0343 

4. ORGANIZATIONAL TITLE 5. CAREER 6. PAY 7. PAY 8. TARGET 9. OPM FUNCTIONAL 
GROUP SCHEDULE BAND PAY BAND CODE 

Standard YA 02 02 
10. DRUG TEST 11. BUS CODE 12. FAIR LABOR STANDARDS ACT 13. DOD SUPERVISORY 
- YES 2... NO 8888-5USC CH --N _x_ E 5CFR 551.206 STATUS & AF SL 

7112(b)(1) 5 
14. KEY/EMERGENCY 115. MOBILIZATION INDICATOR 16. ENVIRONMENTAUHAZARD 117. CERTIFICATION REQUIRED 

ESSENTIAL C - Position required in peacetime DIFFERENTIAL _ YES _X_ NO 
No and upon mobilization. No 

18. POSITIVE EDUCATION REQUIREMENTS 19. LANGUAGE REQUIRED 20. LANGUAGE IDENTIFIER 

- YES _x_ NO _YES.lL NO N/A 

21. FINANCIAL STATEMENTS REQUIRED 22. POSITION SENSITIVITY 23. PAY POOL IDENTIFIER 24. LAUTENBERG/SMITH 
AMENDMENT 

....LYES  NO 
Noncritical- Sensitive - YES _X_ NO 

25. DUTIES 
Serves as a full-performance journeyman level program analyst. Plans. organizes. and deterinines necessary policies. directives. 
programs, doctrine. and procedures for the establishment and maintenance of assigned Information Technology (IT) program(s). 
Oversees Command. Control, Communications. and Computer Systems (C4S) financial resources' to ensure command C4S programs 
are implemented within established fiscal constraints. Analyzes program status. develops rationale to advocate and support C4S 
programs through execution. program and budget review processes, and prepares appropriate supporting rationale and documentation. 
Exercises responsibility and authority over USTRANSCOM 's Chief infomlatiOll Officer (CIa) long-range fiscal planning, which 
involves organizing. directing, controlling. and evaluating the use of resources, including in-house human resources, contractor 
support, materials, facilities, and budget authority within overall command authority and constraints. Identifies and programs resource 
requirements to develop. implement, operate. and maintain transportation related C4S throughout the Defe~e Transportation System 
COTS). Provides acquisition management and contract oversight for the acquisition of CIa IT contract services and products. Serves 
as the senior financial resource manager for CIOrrCJ6, overseeing the funding custody and control for the annual multi-million dollar 
operating and capital Transportation Working Capital Fund (TWCF) budget and synchronization with the Distribution Portfolio 
Managers developing and sustaining business IT Programs. Plans and directs the dissemination of funds to subordinate operating 
offices and continually allocates and administers funds until CIa programs are fully executed. Authorizes obligation/expenditure of 
funds for CIa contracts, hardware purchases. and all oLher CIO program costs. Is the principle directorate advisor on Planning. 
Programming. Budgeting, and Execution System (PPBES) activities, Program Objective Memorandum (PaM) submissions. and 
directorate financial management internal control (MIC) program. Identifies non-standard or emerging operational requirements. 
assesses program impact. and develops resourcing recommendations. Analyzes incompatibility problems on future programs and 
initiates correction action. Controls and manages the issuance of Performance Work Statements (PWSs) and equipment specifications 
to contracting activities to acquire C4S equipment and services. Provides oversight for the perfonnance of Contracting Officer 
Representati\'e (COR) and Task Manager duties to ensure contract adherence and enforcement 10 include providing technical 
interpretations for contract negotiations or arbitration. Oversees the development and maintenance of local directives, procedures, and 
other instructions for acquisition of C4S resources. 
26. POSITION'S ORGANIZATION 
USTRANSCOM TCJ6-XR 
27. POSITION OCCUPIED 28. a. DUTY STATION (City  County State Or Overseas Location) 

Competitive Scott Air Force Base, IL St Clair County 
b. GEOGRAPHICAL LOCATION CODE 

177835163 
29. Core Competencies 
Air Force Skill Codes: 

Percentage Skill Code Shred Subshred Literal Translation 
40% ARL FMR Program Analyst Financial Management 
35% ARL PLN Program Analyst - Planning 
25% ARG . FMR Management Analyst  Financial 

Management 

l 
NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION 

30. COMPONENT INFORMATION 
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·f\ ST.4NDARO OCCUPATiON CODE (SOC) -i~\iri5'T6NACGUARD BUREAU ··-TC.-AIRiARMY RESERVE TECHNICIAr<l. ·1 
'---- ~ DUAL STATUS NON· DUAL STl'.iUS YES NO 

D. f,F SPEC CODE· r.!iL I E. ROLE ..... i F. SPECIAL! I Y -.-.-----..-.......--il·---=G-.-.",.S""C'=O==P==E~A.,.,;..,.,.lD=-=li:-c,1-=P"7 A-=C-=T,------· 
I OCCUP." nONAL SPEC L,EAVE BLANK LEAVE BLANK LEAVE BLANK 

I I 
31. PPP OPTION CODE 

L :~:~::~~~::~l'~~;~~i;5C-------T.7~ESER\.~D.FOR-cOTdPorlEIH USt 

f-::-,,-____-:-:---:--:--:=-::-c---:--=:.,--L-,----=--------L---.--.----.-.-.------1---------------l
32. SKILI.S INFORiviATION 
I. C0rnprchensi\\: knowledge oft.hc principles. policies. and practices of t.hc subslantiv.; Ilature urthe agency/coll1mand mission. 

flltKtion,;, progriltll acti\·iiic~; polici..:s. goals. objccti\·cs. mn!l:1gcment prillciph:~ ilnd processes. 

2. Knowledge cd' USTRANSCOlvl, !\ir Force, DOD. ami Joint polkies. proeedlllcs. and schedules lor den:loping I'Oivts. BES, and 

fill<Il1ci:11 pian,. Cumprehellsive J.;.Jl(\wkdgc uJ' defen~e acquisition processes nnd !JPB ES r..:latiVL: tn IT sy~tel11 development lind 

filllding. K Ihl\\'kdgc' llJ' ihe rclariC'n,hip of lhe \·arloll, DOl) orgalli!.aliollal Clllili<'~ in\·olved in til..: over;!!1 pianning :1nd executiOt1 "I 


1 the (,\lS 11Ii~SlOn and the way it is supported by the PPIH:S procl'SS. 
3. Skilllll dC\'el0plng budget force-ast,. C()SI projectioils. financial exhibits. unfunded requirement justification. POivl narratlYCS, ol'!'!'ct.:; 

and dis(\.'l1l1c'ctS. rcclamas. and issur: papers. ;lI1d skill ,,;ilh c,ccuting :m anilu.:li budget along with linatlcial intemal management 

CIlIltrols. 

-I. C0mpn:hcnsivc knowledge of a wide range or qualitative and qUill1tltativc ml'thods for the <l:>scssmellt and impn)vctnt:llt of joint 

len::1 plans and pwgrams and strategic planning . 

.5. Kllowkdge of managing IT systcms, servicl's, vendors, and acquisitiun regulations, pmcliccs, procedllrC'~, and the LIse of IT 

pra..:tiees and concepts sLlpporting lh,~ DTS !1lis~ion. 


6. t\biiity tt' plan, organize. and lead other~ in studit:s or projt:cl!i amllo negotiate effectively with rnanag~\ment lO ;Ieeept and 
implement recommendations. where proposab involvc substantial resources. alld require extensivc changes in established concepts and 
plTlcedurl'~. 

7. Ability to gatht:r. assemble. and anal:~l.e f:H:ts. draw conclusions, conduct analysis. devise recolllmendcd solutions. and packagc the 
ellt in: proce:::s in briciings, papers, or repons suitable 1i_1I' selli()r management lise and decision-making, 
~. Skill in tnC'l-tindlllg, contract <lnili;:si;< and I)ri.::ing lechlliqllC~: problem resolution, and development or concretc action pinus to soh-c 

• probkm:':' 
II. Skill in applYlIll;' manpolI'LT and human resources managclllent ll'chlllques. n:gulation:<. guidelines, directives. practice:<, and 

i"l'qulrell)Cllt. 

Itl. Prl,IL",ltlnal sktll ,md abiiity to (OBHlllHlicate eileClivcly. buth .)rally and ill writing, l'ompkx ti:cbnicrd issu<.::> and stat<.:tlIent 

prl:part:!d fl.\{ ,;enior military. government. and civiliallllfficiliis. Skills and ability to present tedlllical bricflt1gs, chair meetings, and 

prl'part' 1\'IJ{)rts. 


~-3-.-C-O-N-6ifi'oNS OF APPOINTMENT/OTHER StGNIFICANT FAC-T"'S~-----------------------------j 
I. Incumbent may be required to trawl by rcgularly ~chcclulcd passcngcr. military_ or commerciill aircraf't in the performance or 

I tl'tllpl1rary Jut:' 3.,~jgnmellt:;. 
II 2. The etllployee tllU,t obtain and Ill;limain a Secret ~ccllt'ity clearance. 

1
J. Thj~ position m:1y requirl' the et11plo~·ec to work OllieI' than norm;)1 duty hours. which may illeillde o\'ct1ime. 

,! '1 hi, p(1~!lion requIre, a financial disclo,;ul'l' statelllent 


I 
C. DOD RESEr<vr::O D. DOD RESEHVED E. COMPOr·IENT USE I 34. OTHER REQU'REMENTS1-s.-0-0D RESERVED 
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'P,QSITION DESCRIPTION (Please Read Instructions on the Back)-'--_.. 
2r Reason for Submission f;qService 4. Employing Office location 5. Duty Station 

Washington, DC Pentagon:..j Redescription ~ New Hdqtrs. D Field 

. _ Reestablishment Other 7. Fair labor Standards Act a. Financial Statements Required 

I?Cl Exempt nNonexempt )(J Executive D E!"ployment and 

Explanation {Show any Positions replaced! 
Petsonnel Frnanclal 

10.Position Status 11. Position Is: 12.Sensitivity 

- Competitive ,- 
Supervisory ::J I·Non [8j 3·Critical 

- Excepted (Specify in E 
Sensitive ' Sensitive 

Managerial 

- SES IGen.) [><jSES (CRI Neither ~ 2-NoncriticaJ j-----'4.speCIGI 
, Sensitive Sensitive. 

15.Classifl.d/Grud.d lJy Official Tit1e of Position Pay Plan Occupational Code Grade 

•. U.S. 0"",,1 ..,. L
sonnol Management 

b. Department, ~puty Director for Distribution ES oxnAgency 
or Establishment Portfolio .. 

c. Second Level 
Review 

d. First Level Review 

e. Recommended by
Supervisor or Dep Dir tor Distribution Portfolio Management Initiating Office 

16. Organizational Title of Position (If different from official title! 17. Name of Employee lif vacant, specify) 

... 

1 . Agency Position No. 

DFESQ702 
6.0PM Certification No. 

9. Subject to IA Action 

I Yes ~NO 
,13.Competitive level Code 

14.Agency Use 

Inhials Date 

~;l-

la.Department, Agencv, or Establishment 
Department of Defense 

, c. Third SubdIVISIon 

a. First Subdivision 
US Transportation Command 

b. Second Subdivision 
Directorate, Command, Control, Comm and Computer Sys 

d. Fourth Subdivision 

e, Fifth Subdivision 

1.Employee Review-This is an accurate description of the major duties 
d responsibilities of my position. 

Signature of Employee loptiona/} 

2 S' ., .~ , , f knowledge that thIs information is to be used for statutory purposes
O. up~rvISOry. CertIficatIon. ',c!'rt./tY that tplS IS, ,an accu!ate state.me!1t 0 relati to appointment and payment of public funds, and that false or 

the 1J1BJor. duties and responsibijl!les , of thiS position and Its organizational mlsle statements may constitute viOlations of such statutes or their 
relatu?,lIsIJIPS, ane! that the posltlpn IS ne.cessarr. to. car(y out Go,(emment im'Pleme 'n renulations 
funt·tlons for whIch I am responsible. ThiS certification IS made With the "". 

a. Typed Name and Title of Immediate Supervisor -- ~yped Name and Title of Higher-level Supervisor or Manager {optiona/} 

PAUL F. CAPASSO, Brigadier General, USAF 
Dir"ect~_Command, Control, Comm & comrter ~~ ____ 


Si~r ... Dater 1\ _ ' Signature

'.' n'tGlOo;-' 

21. 

RICHARD S. HASSAN. BRIG GEN. USAF 

Initial' I Date Initials I Date Initials I Date Initials I Date 
I I I I 

I I 

22.Position Classification Standards Used in Classifying/Grading Position 

24.Remarks 

Presedence Priority Code:bV---6 

Servicing CPF: 375 MSS/DPC, 20i East Winters street, Scott AFB, IL 62225-5037 
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II. DUTIES AND RESPONSIBILITIES: 

1. Principal assistant and advisor to Commander, USTRANSCOM, and the Director, 
TCJ6, for the Joint Distribution Architecture, IT Policy and DOD Distribution Portfolio 
Management, and its effects on the distribution process, information technology, and 
business-related matters. Provides portfolio management guidance to improve the 
effectiveness, efficiency, and interoperability of the DOD distribution systems, and 
identifies areas for process improvement, process re-engineering, improved customer 
service, and reduction of DOD costs -- without sacrificing readiness. Provides 
authoritative joint distribution architecture and distribution portfolio management 
direction on IT contractual efforts required to manage information technology 
investments through portfolio management. Provides oversight and reviews statements 
of work and task orders, and evaluates risk of technical and management proposals for 
joint distribution architecture and distribution portfolio management. As necessary, 
reviews contracting proposals, pricing arrangements, funding problems, and other similar 
matters pertaining to joint distribution architecture and distribution portfolio systems 
enhancements and modifications as a result of DOD decisions to develop, modify, or 
terminate IT systems based on architecture compliance, risk, potential returns, outcome 
goals, and performance. Provides detailed financial analysis to make informed decisions 
about distribution portfolio systems. 

2. Advises the Commander, Deputy Commander; TCJ6, TCJ6-D, and all other directors 
on joint distribution architecture and distribution portfolio management issues, 
procurement actions, and related problems. Develops enterprise-level distribution 
strategies to meet operational requirements. Co-chairs the Distribution Functional 
Working Group (DFWG), a joint working-level group representing the principal National 
Partners (OSD, JS, Services, COCOMs, DLA, and other DOD Agencies) which develops 
and recommends joint distribution IT solutions in support of the Warfighter. 

3. Analyzes existing distribution programs and initiatives in accordance with the 
established DOD IT portfolio management process to assist leadership in decision
making. Identifies data requirements and prioritizes capabilities, gaps, and opportunities 
within the distribution portfolio that require, or will require, enterprise-level solutions 
that are best developed with oversight and guidance ofthe collective DOD distribution 
community. Identifies DOD-wide resource requirements for the best mix oflT 
investments necessary to achieve outcome goals and plans for proposed process changes. 
Evaluates new and improved business process initiatives and ensures portfolio projects 
are acquired in accordance with cost, schedule, performance, and risk baselines. 
Systematically assesses and measures actual contribution of the portfolio to achieve 
outcome goals. Coordinates distribution-related IT systems changes and 
recommendations for altering schedules ensuring that National Partners' concerns are 
adequately addressed and vetted. 

4. Coordinates at the flag and executive level with the National Partners and industry 
partners on a wide range of distribution portfolio management issues. Responsible for 
the integration and continuity of efforts among the National Partners, while managing 



I. INTRODUCTION: 

1. The position is located in the Command, Control, Communications and Computer 
Systems (C4S) Directorate (TCJ6), Headquarters, United States Transportation 
Command (US TRANS COM), Scott AFB, Illinois. USTRANSCOM exists to provide 
support to the warfighter at the direction of the SECDEF and Joint Staff. This directorate 
provides CDRUSTRANSCOM the capability for long-range planning, policy guidance, 
direction, technical control, enterprise architecture, portfolio management, and program 
management for projects involving the development and implementation of major 
command and control and distribution management information technology (IT) systems 
DOD~wide. The incumbent, as the Deputy Director, TCJ6-V, for Distribution Portfolio 
Management (DPfM), assists the Director by providing leadership, guidance, and 
direction to the directorate and command for all areas of DOD distribution, joint 
enterprise architectures, IT Policy, and Distribution Portfolio Management. TCJ6-V 
facilitates continuous improvement and innovation ofpolicies, plans and programs, 
process improvement, process re-engineering, and information technology (IT) 
investments pertaining to the Joint Distribution Architecture, IT Policy and Distribution 
Portfolio Management. These efforts impact all areas of Joint and Service force 
movement, sustainment, and retrograde operations during war and peace. 

2. Responsible for DOD oversight ofjoint distribution architecture and proper 
distribution portfolio system development efforts. Incumbent is responsible for advising 
DOD, Service and Agency officials on portfolio management, enterprise architecture, IT 
investment, process improvement, process re-engineering, and program progress, and 
justifying needed changes regarding program implementation, timelines and bqdget to 
support alignment to the enterprise architecture. In addition, the incumbent is responsible 

. for development and management of the DOD Distribution Portfolio, supporting the 
Commander, US Transportation Command, as the DOD Distribution Process Owner. 
The DPO is to serve as the single entity to direct and supervise execution of the Strategic 
Distribution system. The DPO will improve the overall efficiency and interoperability of 
all distribution related activities from factory to foxhole. Representation at OSD, Joint 
Staff, Services and Agency meetings is required to maintain effective relations with large 
and influential groups and associations interested in the program, and to advise higher
ranking officials on decisions relating to work of the command. 

3. The purpose of this position is to provide a key civilian within the C4S Directorate to 
assist in managing the Joint Distribution Architecture, IT Policy and DOD Portfolio 
Management functions, as well as to provide executive level coordination with DOD 
agencies, the Joint Staff, other Combatant Commands, the Services, and USTRANSCOM 
component commands (Air Mobility Command, Military Surface Deployment and 
Distribution Command, and Military Sealift Command) to resolve joint distribution 
architecture and distribution portfolio management. issues. The incumbent develops 
strategies and plans that build and maintain successful partnerships with customers and 
industry in the execution ofjoint distribution architecture and distribution portfolio 
management, and ensures business aspects are fully and properly considered in 
USTRANSCOM's Distribution Process Owner role. This position provides corporate 
level continuity on the Joint Distribution Architecture and DPfl'v1 across DOD. 



and ensuring work efforts are a collaborative effort to meet distribution domain goals. 
Collaborates with appropriate systems proponents for developing the required IT 
technical solutions and coordinating interoperability among the distribution systems. 
Develops most appropriate strategy for implementing added or deleted capabilities, and 
achieves consensus on recommendations for altering schedules ofsystems to best achieve 
strategic objectives. Reviews and assesses distribution IT systems progress in developing 
capability for exchanging distribution information, and monitors transition plans to 
coordinate impacts on other Defense Logistics systems. 

5. Ensures enterprise-level IT solutions are coordinated in the individual National 
Partner's organization plans, and supports submission of National Partners' Program 
Objective Memorandums and budget requests that align to the joint distribution 
architecture and satisfy the joint distribution requirements. Develops recommendations 
on program funding ofdistribution system transition packages. Provides annual and 
multi-year work plan, schedules, and resources. Oversees distribution'S multi-million 
dollar annual budget. Develops operating cost data and cost benefit analysis for new and 
modified programs and technology. 

6. Completely familiar with Distribution Process Owner and National partner taskings 
and ongoing operations and is responsive to the Commander, Deputy Commander, TCJ6, 
and TCJ6D. In the absence of the Dir~ctor and Deputy Director, is responsible for 
directing the operations of the TCJ6 Directorate. 

7. Work Force Directed: Directly supervises all of the assigned division chiefs (0-6 
level) and their military, civilian and contractor employees. Performs typical managerial 
and supervisory functions such as appraisals, personnel selection, grievance resolution, 
and funds oversight. 

III. CONTROLS OVER WORK: 

1. The Deputy Director for DPfM, TCJ6-V, reports directly to the Director, C4S 
Directorate (TCI6). The incumbent functions under the broad guidance and policy 
direction of the Director. Based on this guidance, TCJ6-V, issues direction and oversees 
the work effort of the subordinate branches for all areas related to the Joint Distribution 
Architecture, IT Policy and Distribution Portfolio Management. The incumbent is the 
focal point and recognized authority concerning the Joint Distribution Architecture, IT 
Policy and Portfolio Management, responsible for maintaining the status and 
recommending changes to the distribution portfolio, Joint Distribution Architecture, and 
command and control structure, as necessary. 

2. The incumbent is authorized to speak on behalf of and commit USTRANSCOM to 
actions within hislher area of responsibility based on current policy and procedures. Such 
decisions are considered final, authoritative, and directive. 

IV. OTHER SIGNIFICANT FACTS: 

1. The incumbent must have strong knowledge ofDOD logistics enterprise, DOD supply 
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chain processes, general business practice, acquisition practice, Joint Capability 
Integration and Development System (JCIDS) analysis process, and broad knowledge of 
distribution systems. Working knowledge of the National Security structure with 
emphasis on the Joint Chiefs of Staff and unified and specified commands' role and 
communication lines is also necessary. In-depth understanding ofhow joint activities 
and commands operate, and the degree to which coordination is required, is mandatory. 
A common understanding ofexisting joint force operations and doctrine, organization, 
training, materiel, leadership and education, personnel, and facilities (DOTMLPF) 
capabilities is required. Experience in working and negotiating with contractors is 
imperative. 

2. Must possess knowledge of government policies, directives, and other regulatory 
memorandums concerning portfolio management, IT investment process, program 
management, enterprise architecture, IT utilization ofassets, acquisition, modeling, and 
data standardization. Must be able to exercise substantial knowledge ofFederal ADP, 
DOD, GSA, and other regulations and policies, and possess comprehensive knowledge of 
Federal Acquisition Regulations (PARs) and laws concerning the acquisition, 
administration, and management ofcontracts. 

3. This position is critical-sensitive and requires a Top Secret security clearance. 

4. The incumbent will be required to travel on both scheduled and nonscheduled aircraft, 
as well as other modes of travel under conditions specified in the DOD Joint Travel 
Regulations. The incumbent is expected to travel on short notice to attend high-level 
meetings with USTRANSCOM components, other Combatant Commands, the Services, 
JCS, DOD, and other agencies or organizations to obtain quick resolution to problems or 
to gather supporting information to assist in the decision process. 

5. The incumbent must implement, promote, and effectively support equal opportunity 
for all personnel. The incumbent must follow the provisions of labor agreements and 
applicable directives pertaining to personnel management. 

6. The Deputy Director for DPFM, TCJ6-V, is required to file a statement of financial 
interest (DD Form 1555). 



EVALUATION STATEMENT 


1. Proposed Position: 

a. Position: Deputy Director for Distribution Portfolio Management (DPtM), TCJ6-V 
b. Organization: United States Transportation Command (USTRANSCOM) 

Command, Control, Communications and Computer Systems Directorate 
(USTRANSCOM/TCJ6) 

c. Location: Scott AFB, IL 
d. History: New position 

2. Requested Series and Grade: ES-0301-00 

3. References: 

a. AFI 36-901, Air Force Senior Executive Resources 
b. OPM Position Classification Standard, Miscellaneous Administration and Program 

Series, GS-0301, TS-34, January 1979 
c. OPM Position Classification Standard, Logistics Management Series, GS-0346, TS-78, 

January 1987 
d. OPM Job Family Position Classification Standard for Administrative Work in the 

Information Technology Group, GS-2200, May 2001 
e. OPM General Schedule Supervisory Guide (GSSG), TS-52, January 1999 
f. Precedent SES Allocations: 

(1) Deputy Director, Command Control, Communications and Computer Systems 
Directorate ES-030 1, USTRANSCOMJTCJ6 
(2) Chief Information Officer, ES-0301, AF CIO 
(3) Associate Director, Resources and Requirements, USSTRA TCOM; Associate 
Director, Concepts and Assessments, USSTRATCOM 

4. Description ofDuties: 

The Deputy Director assists the Director (TCJ6) in strategic policy, planning and management 
processes of the Directorate, with the incumbent providing the continuity to ensure that long 
term IDA, IT Policy and DPfM: plans, policies and programs are implemented lAW Distribution 
Process Owner and OSD direction. The Deputy Director, TCJ6-V, for Distribution Portfolio 
Management (DPfM), provides leadership, guidance, and direction to the directorate and 
command for all areas ofDOD distribution,joint enterprise architectures, IT Policy, and 
Distribution Portfolio Management. TCJ6-V facilitates continuous improvement and innovation 
of policies, plans and programs, process improvement, process re-engineering, and information 
technology (IT) investments pertaining to the Joint Distribution Architecture, IT Policy and 
Distribution Portfolio Management. These efforts impact all areas of Joint and Service force 
movement, sustainment, and retrograde operations during war and peace. The incumbent is 
responsible for DOD oversight ofjoint distribution architecture and proper distribution portfolio 
system development efforts. Incumbent is responsible for advising DOD, Service and Agency 
officials on portfolio management, enterprise architecture, IT investment, process improvement, 
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process fe-engineering, and program progress, and justifying needed changes regarding program 
implementation, timelines and budget. In addition, the incumbent is responsible for development 
and management of the DOD Distribution Portfolio, supporting the Commander, US 
Transportation Command, as the DOD Distribution Process Owner. Advises the Commander, 
Deputy Commander, TCJ6, TCJ6-D, and all other directors on joint distribution architecture and 
distribution portfolio management issues, procurement actions, and related problems. Develops 
enterprise-level distribution strategies to meet operational requirements. Co-chairs the 
Distribution Functional Working Group (DFWG). a joint working-level group representing the 
principal National Partners (OSD, JS, Services, COCOMs, DLA, and other DOD Agencies) 
which develops and recommends joint distribution IT solutions in support of the Warfighter. 

5. Justification Criteria for SES Positions: In accordance with reference 3.a., the following 
analysis is provided in terms of the prescribed criteria: 

Criterion: A2.1.1. Characteristics. (Type, Scope, and Level ofFunction) 
Application: Type: Deputy Director to the military General Officer, Command Control, 

Communications and Computer Systems Directorate. Scope: Functional Combatant Command, 
DOD Distribution Process Owner, Joint Distribution Architect (IDA), IT Policy, and DOD 
Distribution Portfolio Manager (DPfM). Level: Unified Headquarters staff and information 
technology functions reporting to the Commander, USTRANSCOM who reports to the Secretary 
of Defense through the Chairman, Joint Chiefs ofStaff. Function: Chief architect for the IDA 
and DOD DPfM for OSD, Joint Staff (1S), Services, COCOMs, DLA, and other DOD Agencies, 
and the Commander, CDRUSTRANSCOM. 

Criterion: A2.1.2. Grade and Position of Superior, Principal Subordinates, and Lateral 
Points of Coordination. . 

Application: The Deputy Director for DPfM, TCJ6-V, works under the broad policy 
guidance of the TCJ6 Director, a Brigadier General position. Principal subordinates include two 
GS-15 division chiefs with four subordinate GS-14ILTC branch chiefs, who supervise a t?tal 
work force of approximately 62 military, civilian, and contractor employees engaged in all 
aspects of IDA, IT Policy, and DPfM information technology work. TCJ6-V must represent 
technical issues concerning all aspects ofthe command at the highest levels of the OSD, JS, 
Services, COCOMs, DLA, and other DOD Agencies. Lateral points ofcontact are with General 
Officers, senior civilian personnel within the OSD, 1S, Services, COCOMs, DLA, and other 
DOD Agencies, industry, academia and professional organizations. The incumbent provides the 
strategic policy, planning and management processes of the Directorate for IDA, IT Policy, and 
DPfM, and provides the continuity to ensure that long term IDA, IT Policy and DPfM plans, 
policies and programs are implemented IA W Distribution Process Owner and OSD direction. 

Criterion: A2.1.3. Proximity and Degree of Supervision over the Position. 
Application: Incumbent of this position performs duties subject to broad policy guidance 

from OSD, Joint Staff OS), Services, COCOMs, DLA, DISA, and other DOD Agencies. The 
incumbent has complete responsibility for assigned areas and is permitted maximum latitude for 
independent judgment to plan and execute assignments. Work is performed under the very 
general administrative supervision of the Director, with latitude to work directly under the 
general supervision of the Commander, USTRANSCOM, to ensure timely responses to IDA, IT 
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Policy, or DPfM issues are provided as required. Reliance is placed on the individual in 
detennining means and methods to achieve specific goals and objectives. Since the majority of 
the problems and issues, which the incumbent addresses, are extremely complex in scope and 
subject to numerous variables, very few existing solutions apply. The incumbent is expected to 
exercise a high degree of creativity and innovation in applying sound, mature judgment to 
develop effective solutions to a wide range of technical and resource management problems and 
issues. 

Criterion: A2.1.4. Nature, Extent, and Level of Significant Official Relations with U.S. 
and Foreign Government Officials, and with the Public. 

Application: The incumbent reports to the Director, Command Control, Communications 
and Computer Systems Directorate (TCJ6), Deputy Commander, and Commander, 
USTRANSCOM, and keeps these individuals infonned on status ofall projects and issues. The 
incumbent advises higher-level officials of the OSD, JS, Services, COCOMs, DLA, and other 
DOD Agencies, industry, academia and professional organizations ofprojects and status and 
impact to their organizations. The incumbent presents and defends command IT priorities, 
knowledge, programs, developments, applications, education and training at the highest levels of 
the OSD, JS, Services, COCOMs, DLA, and other DOD Agencies, industry and academia. 

Criterion: A2.1.S. Reflection of National Emphasis and Determination 
Application: The Secretary ofDefense appointed the CDRUSTRANSCOM as the 

Distribution Process Owner for DOD. He recognized the need for one single, accountable 
person to manage the global supply chain process achieving an optimized end-to-end process 
factory to foxhole. This position will promulgate and document enterprise architecture, IT 
Policy, and Distribution Portfolio Management guidance. Where appropriate the incumbent will 
make policy and procedural recommendations to the OSD, JS, Services, COCOMs, DLA, and 
other DOD Agencies, and CDRUSTRANSCOM. The incumbent will collaborate with OSD, JS, 
Services, COCOMs, DLA, DISA, and other DOD Agencies and Industry in the areas ofbest 
practices, core processes, process improvement, and process re-engineering, and encourage rapid 
prototyping and business case studies. The incumbent will speak in military and civilian 
oriented public forums and will respond to congressional members' queries. 

Criterion: A2.1.6. Special Qualifications Required by the Position. 
Application: A Bachelor's degree and an advanced degree in Management, Logistics, 

Information Technology or related discipline are required. This position requires substantial and 
demonstrated experience in the management of large, complex, technical activities. A thorough 
understanding of the breadth of acquisitions and supportability functions is fundamental. The 
incumbent is required to exercise a high degree of initiative and the ability to make independent 
decisions. The incumbent must also have the ability and professional stature to support and 
defend, as well as influence, Command programs and policy decisions at the highest levels of the 
government and studies at high levels, a marked degree oforal and written communication skills 
is essential. 

Criterion: A2.1.7. Mission of the Organization. 
Application: The Command, Control, Communications and Computer Systems Directorate 

(TCJ6) is responsible for long-range planning, policy guidance, security, direction, technical 
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control and program management for projects involving the development and implementation of 
major Command and Control and transportation information management systems across the 
spectrum of Defense Transportation. TCJ6 also is responsible for the development, maintenance 
and integration of the operational, systems, and technical views for the Joint Distribution 
Architecture and Defense Transportation System Enterprise Architecture (DTS EA), 
coordinating changes with DOD components and the component commands. In addition, TCJ6 
is responsible for development and management of the DOD Distribution Portfolio, supporting 
the Commander, US Transportation Command, as the DOD Distribution Process Owner. The 
DPO is to serve as the single entity to direct and supervise execution of the Strategic Distribution 
system. The DPO will improve the overall efficiency and interoperability of distribution related 
activities - deployment, sustainment and redeployment support during peace and war. The 
directorate is also responsible for all USTRANSCOM communications-computer current 
operations (systems and networks), information security, information management, and 
command-wide communications planning support for contingencies and exercises, and spectrwn 
management. TCJ6 also manages command Communications Security (COM SEC), Computer 
Security (COMPUSEC), TEMPEST programs, and provides oversight of the DTS Information 
Security, Information Assurance and Information Protection programs to include 
USTRANSCOM and the Transportation Component Commands' network infrastructure. TCJ6 
directs and controls the acquisition, architecture development, technology assessments, and 
requirements resolution of the Global Transportation Network (GTN)/Global Transportation 
Network for the Twenty-First Century (GTN21). These systems provide In-Transit Visibility 
and automated command and control systems for mobility forces and defense logistics 
infrastructure, which enable the Commander, U.S. Transportation Command to manage the 
Defense Transportation System for the Department ofDefense. 

Criterion: Al.1.8. Resources Managed and Employed 
Application: The Command Control, Communications and Computer Systems Directorate 

employs a highly streamlined staff of approximately 69 military, 52 civilian and 300 contractor 
employees. The division chiefs are either GS-I5s or Colonels. Supports preparation of 
commands $340Mlyear information system budget. Provides annual and multi-year work plan, 
schedules and resources, and oversees directorates $65M1year budget. 

Criterion: A2.1.9. Geograpbical Area of Responsibility 
Application: The Deputy Director for DPfM, TCJ6-V, supports the Commander 

USTRANSCOM's global mission. Specifically, as the principal for Joint Distribution 
Architecture, IT Policy and DPfM, provides global distribution recommendations to the 
Commander on all information technology and capability issues dealing with the Joint 
Distribution Architecture, IT Policy and DPfM required to satisfy the warfighter during day-to
day and contingency operations. 

Criterion: A2.1.10. Autbority to Make Decisions and Commit Resources. 
Application: This position is delegated authority to manage and direct all aspects of the 

directorate's plans and programs in consonance with instructions from higher authorities. This 
position includes the authority to manage and assign manpower and resources to achieve 
program goals; to establish acceptance and rejection criteria in contractual documents; to 
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establish management, procurement and support priorities; to establish specifications 
requirements; and to direct tasks to verify contractor compliance. 

Criterion: Al.l.11. Auxiliary Authority and Responsibilities Inherent in the Position. 
Application: The incumbent establishes overall plans, policies, priorities, and operating 

procedures; allocates resources within authorized limits; establishes and coordinates plans and 
programs as necessary to meet the Commands objectives; and resolves envolving managerial and 
technical trade·offs. Responsibility for reviewing program progress and eyaluating risk and 
relative value and way ahead approaches are vested in this position. The incumbent has the 
authority to redirect efforts to overcome critical, unforeseen difficulties and assure Command 
objectives are being met in an economical and timely manner. 

Criterion: Al.1.12. Impact on National Security or other National Interests. 
Application: The SECDEF designated the CDRUSTRANSCOM as DOD's Distribution 

Process Owner (OPO), charged with improving the overall efficiency and interoperability of 
global distribution related activities; deployment, sustainment, and redeployment support during 
peace and war. The DPO serves as the single entity to direct and supervise execution of the 
strategic distribution system, from "factory to foxhole", and linking the entire global DOD 
supply chain. The DPO's focus area extends from the source of supply to a point forward in a 
theater as defined by the regional combatant commander. 

Criterion: Al.l.13. Importance to Present and Future Effectiveness and Efficiency of 
the National Defense Establishment. 

Application: Information technology as a discipline focuses on effective design, validated 
business processes, process improvement, process re-engineering, test, training, deployment, and 
sustainment of reliable information technology tools within cost and time constraints; all done in 
an environment of change and uncertainty. Creating a common operating picture for the 
warfighter and supporting elements to work from is paramount. The appropriate direction, 
development, process standardization and implementation are of critical importance and urgency 
to national defense, national defense acquisitions and national defense technical programs. 

Criterion: Al.l.14. Effect on the Prestige of the Nation or the Armed Forces. 
Application: Due to the urgency, political interest and technological and managerial 

complexities ofthe roles and responsibilities newly assigned to the Command, executive abilities 
of an extremely high order are essential to assuring the Command's success. The incumbent 
must provide effective leadership to government, civilian, and contractor personnel if the 
Command is to meet its mission effectively and affordably. 

6. Senior Executive Service (SES) Determination: 

a. The SES includes executive positions classified above grade GS-15 that direct the work 
ofan organization, are accountable for the success ofone or more programs or projects, monitor 
and evaluate the accomplishment oforganizational goals, supervise the work of employees other 
than personal assistants, and exercise important policy making and other executive functions. 
The subject position serves as the Deputy Director for Distribution Portfolio Management, and is 
responsible for leading IT resource management and corporate strategy, managing development 
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of USTRANSCOM's joint distribution architecture, and directmg a subordinate organization. 
As such, the subject position meets the functional criteria for the SES. The grade level is 
discussed in "Classification Analysis" below. 

b. AFI 36-901, Air Force Senior Executive Service, requires the immediate supervisor of an 
SES position to be SES or higher or an officer occupying a military position authorized as a 
General Officer. The immediate supervisor of the proposed position is the Director, Command, 
Control, Communications, and Computer Systems, USTRANSCOMI TCJ6, a brigadier general 
level position. Additionally, there is an SES Deputy Director, TCJ6 (reference 3f(1». 

7. Classification Analysis: 

a. Series and Title Determination: The Miscellaneous Administration and Program 
Series, GS-0301 includes positions the duties ofwhich are to perform, superVise, or manage 
two-grade interval administrative or program work for which no other series is appropriate. 
The work requires analytical ability, judgment, discretion, and knowledge ofa substantial 
body of administrative or program principles, concepts, policies, and objectives. 

This Logistics Management Series, GS-0346, covers positions concerned with directing, 
developing, or performing logistics management operations that involve planning, 
coordinating, or evaluating the logistical actions required to support a specified mission, 
weapons system, or other designated program. The work involves: (1) identifying the 
specific requirements for money, manpower, materiel, facilities, and services needed to 
support the program; and (2) correlating those requirements with program plans to assure that 
the needed support is provided at the right time and place. Logistics work requires: (1) 
knowledge of agency program planning, funding, and management information systems; (2) 
broad knowledge of the organization and functions ofactivities involved in providing 
logistical support; and (3) ability to coordinate and evaluate the efforts of functional 
specialists to identify specific requirements and to develop and adjust plans and schedules for 
the actions needed to meet each requirement on time. Positions in this series require some 
degree of specialized knowledge ofsome or all of the logistics support activities involved. 
The paramount qualification requirement, however, is the ability to integrate the separate 
functions in planning or implementing a logistics management program. (positions in which 
specialized knowledge of logistics support functions are the paramount requirement are 
classified to whichever specialized or general series is most appropriate.) 

The Information Technology Management Series, GS-22 1 0, covers two-grade interval 
administrative positions that manage, supervise, lead, administer, develop, deliver, and support 
information technology (IT) systems and services. This series covers only those positions for 
which the paramount requirement is knowledge oflT principles, concepts, and methods; e.g., 
data storage, software applications, networking. Information technology refers to systems and 
services used in the automated acquisition, storage, manipUlation, management, movement, 
control, display, switching, interchange, transmission, assurance, or reception of information. 
Information technology includes computers, network components, peripheral equipment, 
software, firmware, services, and related resources. 
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The proposed position requires knowledge ofIT, acquisition, logistics management, program 
planning, and general business practices. None ofthese is paramount, however, so the 
Miscellaneous Administration and Program Series, GS-030 I, is appropriate. Selection of this 
series is also consistent with the assignment of the GS-0301 series to precedent SES positions 
with CIO-type functions in positions referenced in 3f(I) and 3f(2) above. 

There are no prescribed titles for the GS-0301 series. The proposed title, Deputy Director for 
Distribution Portfolio Management, appropriately reflects the organizational and manageriaJ 
duties and responsibilities of the proposed position. 

b. Analysis ofthe Proposed Position with Reference to OPM Position Classification 
Standards: Since there is no specific position classification standard for the GS-0301 series, the 
standard for the GS-2200 group is used, since it covers the most closely related type ofwork. 
The General Schedule Supervisory Guide (GSSG) also applies to evaluation of the managerial 
duties of this position. 

GS-2200 Standard 

The Information Technology standard provides factor level descriptions and position 
benchmarks for classification of non-supervisory positions. The subject position is a managerial 
position, so the GS-2200 standard is used only to evaluate its non-supervisory duties, which are 
predominantly in the policy/planning and systems analysis specialties as described in the 
standard. The non-supervisory duties of the proposed position do not exceed grade OS-IS. 
Factor level ratings are: 1-8 (1550 points), 2-5 (650 points), 3-5 (650 points), 4-6 (450 points), 
5-6 (450 points), 617-3D (280 points), 8-1 (5 points), and 9-1 (5 points), for a total of4040 points 
(GS-14). 

General Schedule Supervisory Guide (GSSG) 

Factor 1, Program Scope and Effect Leve11-4 775 Points 

The incumbent advises higher-level officials ofthe JS, OSD, Services, Combatant Commands, 
Agencies, industry, academia and professional organizations ofprojects and status and impact to 
their organizations. The incumbent is responsible for corporate strategy, requirements and 
systems development, and resource management for IT systems and Joint Distribution 
Architecture. The program impacts all DOD agencies and military personnel and is crucial to 
DOD's effective accomplishment of its mission. It impacts large segments ofthe Nation's 
population and a major portion of the transportation, and it receives frequent or continuing 
congressional or media attention. The incumbent works under the very general administrative 
supervision of the Director, with latitude to work directly under the general supervision of the 
Commander, USTRANSCOM, to ensure timely responses to IDA, IT Policy, or DPfM issues are 
provided as required. The program has worldwide scope, impacts IT and distribution 
architecture DOD-wide, and is critical to national defense interests. The proposed position's 
scope and impact exceeds Level 1-4; however, it does not fully meet the criteria for the next 
higher level (1-5), inasmuch as some elements ofprogram direction are shared with the J6 
Director (brigadier general) and Deputy Director (SES). 
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Factor 2, Organizational Setting Level 2-3 350 Points 

The incumbent reports to the Director, Command, Control, Communications, and Computer 
Systems, USTRANSCOMlTCJ6, a brigadier general position. 

Factor 3, Supervisory and Managerial Authority Exercised Level 3-4 900 Points 

The position exercises all of the delegated supervisory authorities and responsibilities at Level 
3-2c and at least eight of those at Leve13-3b. Manages operations through two subordinate 
GS-15/colonellevel division chiefs (four subordinate branches) with a total workforce of 
approximately 62 military, civilian, and contractor subordinates (see Criterion A2.1.2. above). 

Factor 4, Personal Contacts 

Subfactor 4A- Nature of Contacts Level 4A-3 75 Points 

The incumbent advises higher-level officials of the JS, OSD, Services, Combatant Commands, 
Agencies, industry, academia and professional organizations ofprojects and status and impact to 
their organizations. The incumbent presents and defends command IT priorities, knowledge, 
programs, developments, applications, education and training at the highest levels of the Joint 
Staff, OSD, Services, Combatant Commands, Agencies, industry and academia. 

Subfactor 4B- Purpose of Contacts Level4B-3 100 Points 

The incumbent reports to the Director, Command Control, Communications and Computer 
Systems Directorate (TCJ6), Deputy Commander, and Commander, USTRANSCOM, and keeps 
these individuals informed on status of all projects and issues. The incumbent advises higher
level officials of the JS, OSD, Services, Combatant Commands, Agencies, industry, academia 
and professional organizations ofprojects and status and impact to their organizations. The 
incumbent presents and defends command IT priorities, knowledge, programs, developments, 
applications, education and training at the highest levels of the Joint Staff, OSD, Services, 
Combatant Commands, Agencies, industry and academia. 

Factor 5, Difficulty of Typical Work Directed Level 5-8 1030 Points 

The position is responsible for providing direction and supervision over work performed in 
subordinate units by military and civilian personnel comparable to the GS-13 level (projected), 
which best characterizes the nature of the basic, mission oriented, non-supervisory work 
performed in the organization and which constitutes 25 percent or more of the workload (not 
positions or employees) of the organization. This level is consistent with the level credited for 
non-supervisory work throughout TCJ6 in the evaluation of the Deputy TCJ6 SES position 
(reference 3f(I». This is based on projected staffing, however. If information becomes 
available to show that grade GS-12 should actually be credited, the proposed position would 
support Level 5-7 (930 points) and 100 points would be subtracted from the point total shown 
below in "GSSG Summary. n 
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Factor 6, Other Conditions Level 6-6 1325 Points 

The Regional Director manages through two subordinate supervisors (OS-15/colonel) in the 
Enterprise Architecture Division and the IT Policy and DPfM Division, who supervise a staff of 
with a total staff of approximately 62 military. civilian, and contractor subordinates. Technical 
and administrative work supervised is comparable to at least grade OS-12. The diverse range of 
operations supported by USTRANSCOM and their worldwide scope requires extraordinary 
coordination and management integration ofdiverse projects. 

GSSG Summary: 1-4 (775 points), 2-3 (350 points), 3-4 (900 points), 4A-3 (75 points), 4B-3 
(100 points), 5-8 (1030 points), and 6-6 (1325 points), for a total of4555 points. This exceeds 
the minimum point threshold for OS-IS (4055-up) by 500 points, a sufficient magnitude to 
indicate that the position minimally exceeds grade OS-IS. 

c. Conclusion Based on OPM Classification Standards: The position is properly in the 0301 
series. The position exceeds grade GS-15 and is properly designated as SES. The title, Deputy 
Director for Distribution Portfolio Management, accurately reflects the duties of the position. 

d. Other SES Position Designations: The proposed position meets the criteria for SES 
"career reserved," i.e., the duties and responsibilities require the position be filled by a career 
appointee to assure the public's confidence in the impartiality ofOovernment. Based on the 
position's location in the organization, its reporting relationships, and its duties, it is properly 
designated as DV -6, Tier 4. 

8. Comparable Positions: The proposed "Deputy for ..." position is one organizationa11evel 
below most SES positions (Director/full Deputy Director) in joint commands. However, there is 
precedent for SES position at the Associate Director level in USSTRATCOM (reference 3f(3». 

9. RECOMMENDATION: Deputy Director for Distribution Portfolio Management, ES-0301, 
career reserved, DV-6, Tier ;t.l. 

Note: This is a re~evaluation ofthe proposed position originally evaluated on 25 February 2005. 
The documentation for this case has been revised (a) to reflect the proposed TCJ6 organizational 
structure, as it will exist after establishment ofthe proposed position rather than the current 
structure; and (b) to clarify that the proposed position has independent program direction 
responsibility for certain IT policy and distribution architecture issues. 
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JUSTIFICATION CRITERIA FOR SES POSITION 


1. POSITION TITLE, SERIES, AND GRADE, ORGANIZATION AND LOCATION: 

A. 	 POSITION: Deputy Director for Distribution Portfolio Management (DPfM), TCJ6-V, 
Command Control, Communications and Computer Systems 

B. 	ORGANIZATION: United States Transportation Command 

C. 	LOCATION: Scott Air Force Base, lllinois 

2. RECOMMENDED SERIES AND GRADE: ES-301 

3. DESCRIPTION OF DUTIES: 

Characteristics. 
Type: Deputy Director to the military General Officer, Command Control, Communications and 
Computer Systems Directorate 

Scope: Functional Combatant Command, DOD Distribution Process Owner, Joint Distribution 
Architect (IDA), IT Policy, and DOD Distribution Portfolio Manager (DPfM) 

Level: Unified Headquarters staff and information technology functions reporting to the 
Commander, USTRANSCOM who reports to the Secretary ofDefense through the Chairman, 
Joint Chiefs of Staff. 

Function: Chief architect for the IDA and DOD DPfM for OSD, Joint Staff (JS). Services, 
COCOMs, DLA, and other DOD Agencies, and the Commander, CDRUSTRANSCOM. 

Grade and Position of Superior, Principal Subordinates, and Lateral Points of 
Coordination. The Deputy Director for DPfM, TCJ6-V, works under the broad policy guidance 
of the TCJ6 Director, a Brigadier General position. Principal subordinates include GS-15 
division chiefs and GS-14IL TC branch chiefs, who supervise a total work force ofapproximately 
62 military, civilian, and contractor employees engaged in all aspects ofIDA, IT Policy, and 
DPfM: information technology work. TCJ6-V must represent technical issues concerning all 
aspects of the command at the highest levels of the OSD, JS, Services, COCOMs, DLA., and 
other DOD Agencies. Lateral points of contact are with General Officers, senior civilian 
personnel within the OSD, JS, Services, COCOMs, DLA, and other DOD Agencies, industry, 
academia and professional organizations. The incumbent provides the strategic policy, planning 
and management processes of the Directorate for IDA, IT Policy and DPfM, and provides the 
continuity to ensure that long term IDA, IT Policy and DPfM plans, policies and programs are 
implemented IA W Distribution Process Owner and OSD direction. 

Proximity and Degree of Supervision over the Position. Incumbent of this position performs 
duties subject to broad policy guidance from OSD, Joint Staff (1S), Services, COCOMs, DLA, 
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JUSTIFICATION CRITERIA FOR SES POSITION 


1. POSITION TITLE, SERIES, AND GRADE, ORGANIZATION AND LOCATION: 

A. 	 POSITION: Deputy Director for Distribution Portfolio Management (DPfl\.1). TCJ6-V. 
Command Control, Communications and Computer Systems 

B. 	ORGANIZATION: United States Transportation Command 

C. 	LOCATION: Scott Air Force Base, lllinois 

2. RECOMMENDED SERIES AND GRADE: ES-301 

3. DESCRIPTION OF DUTIES: 

Cbaracteristics. 
Type: Deputy Director to the military General Officer, Command Control, Communications and 
Computer Systems Directorate 

Scope: Functional Combatant Command, DOD Distribution Process Owner, Joint Distribution 
Architect (IDA), IT Policy, and DOD Distribution Portfolio Manager (DPfM) 

Level: Unified Headquarters staff and information technology functions reporting to the 
Commander, USTRANSCOM who reports to the Secretary ofDefense through the Chainnan, 
Joint Chiefs ofStaff. 

Function: Chief architect for the IDA and DOD DPfl\.1 for OSD, Joint Staff (1S), Services, 
COCOMs, DLA, and other DOD Agencies, and the Commander, CDRUSTRANSCOM. 

Grade and Position of Superior, Principal Subordinates, and Lateral Points of 
Coordination. The Deputy Director for DPfM, TCJ6-V, works under the broad policy guidance 
of the TCJ6 Director, a Brigadier General position. Principal subordinates include GS-lS 
division chiefs and GS-14ILTC branch chiefs, who supervise a total work force ofapproximately 
62 military, civilian, and contractor employees engaged in all aspects of IDA, IT Policy, and 
DPfM information technology work. TCJ6-V must represent technical issues concerning all 
aspects of the command at the highest levels of the OSD, JS, Services, COCOMs, DLA, and 
other DOD Agencies. Lateral points ofcontact are with General Officers, senior civilian 
personnel within the OSD, JS, Services, COCOMs, DLA, and other DOD Agencies, industry, 
academia and professional organizations. The incumbent provides the strategic policy, planning 
and management processes of the Directorate for IDA, IT Policy and DPfM, and provides the 
continuity to ensure that long term IDA, IT Policy and DPfM pIeins, policies and programs are 
implemented IA W Distribution Process Owner and OSD direction. 

Proximity and Degree of Supervision over tbe Position. Incumbent ofthis position performs 
duties subject to broad policy guidance from OSD, Joint Staff (1S), Services, COCOMs, DLA, 
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DISA, and other DOD Agencies. The incumbent has complete responsibility for assigned areas 
and is permitted maximum latitude for independent judgment to plan and execute assignments. 
Work is performed under the very general administrative supervision of the Director, with 
latitude to work directly under the general supervision of the Commander, USTRANSCOM, to 
ensure timely responses to JDA, IT Policy, or DPfM issues are provided as required. Reliance is 
placed on the individual in determining means and methods to achieve specific goals and 
objectives. Since the majority of the problems and issues, which the incumbent addresses, are 
extremely complex in scope and subject to numerous variables, very few existing solutions 
apply. The incumbent is expected to exercise a high degree ofcreativity and innovation in 
applying sound, mature judgment to develop effective solutions to a wide range of technical and 
resource management problems and issues. 

Nature, Extent, and Level of Significant Official Relations with U.S. Foreign Government 
Officials, and with the Public. The incumbent reports to the Director, Command Control, 
Communications and Computer Systems Directorate (TCJ6), Deputy Commander, and 
Commander, USTRANSCOM, and keeps these individuals informed on status of all projects and 
issues. The incumbent advises higher~level officials of the OSD, JS, Services, COCOMs, DLA, 
and other DOD Agencies, industry, academia and professional organizations ofprojects and 
status and impact to their organizations. The incumbent presents and defends command IT 
priorities, knowledge, programs, developments, applications, education and training at the 
highest levels of the OSD, JS, Services, COCOMs, DLA, and other DOD Agencies, industry and 
academia. 

Reflection of National Emphasis and Determination. The Secretary ofDefense appointed 
the CDRUSTRANSCOM as the Distribution Process Owner for DOD. He recognized the need 
for one single, accountable person to manage the global supply chain process achieving an 
optimized end-to-end process - factory to foxhole. 

This position will promulgate and document joint distribution enterprise architecture, IT Policy, 
and Distribution Portfolio Management guidance. Where appropriate the incumbent will make 
policy and procedural recommendations to the OSD, JS, Services, COCOMs, DLA, and other 
DOD Agencies, and CDRUSTRANSCOM. The incumbent will collaborate with OSD, JS, 
Services, COCOMs, DLA, DISA, and other DOD Agencies and Industry in the areas of best 
practices, core processes, process improvement, and process re-engineering, and encourage rapid 
proto typing and business case studies. The incumbent will speak in military and civilian oriented 
public forums and responds to congressional members' queries. 

Special Qualifications Required by the Position. A Bachelor's degree and an advanced degree 
in Management, Logistics, Information Technology or related discipline are required. This 
position requires substantial and demonstrated experience in the management oflarge, complex, 
technical activities. A thorough understanding of the breadth of acquisitions and supportability 
functions is fundamental. The incumbent is required to exercise a high degree of initiative and 
the ability to make independent decisions. The incumbent must also have the ability and 
professional stature to support and defend, as well as influence, Command programs and policy 
decisions at the .highest levels of the government and studies at high levels, a marked degree of 
oral and written communication skills is essential. 
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Mission of the Organization. The Command, Control, Communications and Computer 
Systems Directorate (TCJ6) is responsible for long-range planning, policy guidance, security, 
direction, technical control and program management for projects involving the development and 
implementation ofmajor Command and Control and transportation infonnation management 
systems across the spectrum ofDefense Transportation. TCJ6 also is responsible for the 
development, maintenance and integration of the operational, systems, and technical views for 
the Joint Distribution Architecture and Defense Transportation System Enterprise Architecture 
(DTS EA), coordinating changes with DOD components and the component commands. In 
addition, TCJ6 is responsible for development and management ofthe DOD Distribution 
Portfolio, supporting the Commander, US Transportation Command, as the DOD Distribution 
Process Owner. The DPO is to serve as the single entity to direct and supervise execution of the 
Strategic Distribution system. The DPO will improve the overall efficiency and interoperability 
ofdistribution related activities - deployment, sustainment and redeployment support during 
peace and war. 

The directorate is also responsible for all USTRANSCOM communications-computer current 
operations (systems and networks), infonnation security, infonnation management, and 
command-wide communications planning support for contingencies and exercises, and spectrum 
management. TCJ6 also manages command Communications Security (COMSEC), Computer 
Security (COMPUSEC), TEMPEST programs, and provides oversight of the DTS Infonnation 
Security, Infonnation Assurance and Information Protection programs to include 
USTRANSCOM and the Transportation Component Commands' network infrastructure. 

TCJ6 directs and controls the acquisition, architecture development, technology assessments, and 
requirements resolution of the Global Transportation Network (GTN)/Global Transportation 
Network for the Twenty-First Century (GTN 21). These systems provide In-Transit Visibility and 
automated command and control systems for mobility forces and defense logistics infrastructure, 
which enable the Commander, U.S. Transportation Command to manage the Defense 
Transportation System for the Department ofDefense. 

Resources Managed and Employed. The Command Control, Communications and Computer' 
Systems Directorate employs a highly streamlined staff of approximately 69 military, 52 civilian 
and 300 contractor employees. The division chiefs are either GS-15s or Colonels. Supports 
preparation ofcommands $340Mlyear information system budget. Provides annual and multi
year work plan, schedules and resources, and oversees directorates $6SMlyear budget. 

Geograpbical Area of Responsibility. The Deputy Director for DPfM, TCJ6-V, supports the 
Commander USTRANSCOM's global mission. Specifically, as the principal for Joint 
Distribution Architecture, IT Policy and DPfM, provides global distribution recommendations to 
the Commander on all information technology and capability issues dealing with the Joint 
Distribution Architecture, IT Policy and DPfM required to satisfy the warfighter during day-to
day and contingency operations. 

Authority to Make Decisions and Commit Resources. This position is delegated authority to 
manage and direct all aspects of the directorate's plans and programs in consonance with 
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instructions from higher authorities. This position includes the authority to manage and assign 
manpower and resources to achieve program goals; to establish acceptance and ~ej~c~ion criteria 
in contractual documents; to establish management, procurement and support pnontles; to 
establish specifications requirements; and to direct tasks to verify contractor compliance. 

Auxiliary Authority and Responsibilities Inherent in the Position. The incumbent 
establishes overall plans, policies, priorities, and operating procedures; allocates resources within 
authorized limits; establishes and coordinates plans and programs as necessary to meet the 
Commands objectives; and resolves involving managerial and technical trade-offs. 
Responsibility for reviewing program progress and evaluating risk and relative value and way. 
ahead approaches are vested in this position. The incumbent has the authority to redirect efforts 
to overcome critical, unforeseen difficulties and assure Command objectives are being met in an 
economical and timely manner. 

Impact on National Security or Other National Interests. The SECDEF designated the 
CDRUSTRANSCOM as DOD's Distribution Process Owner (DPO), charged with improving the 
overall efficiency and interoperability ofglobal distribution related activities; deployment, 
sustainment, and redeployment support during peace and war. The DPO serves as the single 
entity to direct and supervise execution of the strategic distribution system, from "factory to 
foxhole", and linking the entire global DOD supply chain. The DPO's focus area extends from 
the source of supply to a point forward in a theater as defined by the regional combatant 
commander. 

Importance to Present and Future Effectiveness and Efficiency of the National Defense 
Establishment. Information technology as a discipline focuses on effective design, validated 
business processes, process improvement, process re-engineering, test, training, deployment, and 
sustainment of reliable information technology tools within cost and time constraints; all done in 
an environment of change and uncertainty. Creating a common operating picture for the 
warfighter and supporting elements to work from is paramount. The appropriate direction, 
development, process standardization and implementation are ofcritical importance and urgency 
to n~tional defense, national defense acquisitions and national defense technical programs. 

Effect on the Prestige of the Nation or the Armed Forces. Due to the urgency, political 
interest and technological and managerial complexities of the roles and responsibilities newly 
assigned to the Command, executive abilities of an extremely high order are eSflential to assuring 
the Command's success. The incumbent must provide effective leadership to government, 
civilian, and contractor personnel if the Command is to meet its mission effectively and 
affordably. 
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COMMAND, CONTROL, COMMUNICATIONS, and COMPUTER SYSTEMS 

DIRECTORATE 


Plans and programs for, implements, and manages command, control, communications, and computer (C4) 
systems, products, and services for the Commander and staff ofUS Transportation Command. Develops 
andlor oversees long-range planning, policy, technical integration and interoperability, life-cycle support, 
and program management for major transportation C4 systems DOD-wide. Principle advisor to 
USTRANSCOM Commander and senior USTC senior leadership on all Information Resource 
Management (IRM) and Information Technology (IT) related issues. Chief Information Officer to 
US TRANSCOM. Chief architect for the Joint Distribution Architecture and DOD Distribution Portfolio 
Management (DPfM:) for OSD, Joint Staff (JS), Services, COCOMs, DLA, other DOD Agencies, and 
CDRUSTRANSCOM 

Deputy Director for Command, Control, Communications, and Computer Systems 
• 	 Serves as principal assistant and advisor to the Director for DOD information technology and business 

related matters 
• 	 Provides authoritative technical direction to the Director, Deputy Commander and Commander on 

information technology contractual efforts 
• 	 Identifies areas for process improvement to reduce DOD costs and improve customer service 
• 	 Advises TCJ6 and all other directors, Deputy Commander, and Commander on complex information 

technology issues, procurement actions and related problems 
• 	 Develops command strategies on alternatives as required to meet operational requirements 
• 	 Analyzes existing programs and initiatives from a business and technology perspective to assist 

leadership in decision-making 
• 	 Identifies and evaluates new and improved business process initiatives and assesses impact on 

USTRANSCOM 
• 	 Supports preparation of Command's $340Mlyear information systems budget 
• 	 Develops recommendations on program funding and information technology support contracts 
• 	 Establishes organizational objectives, policies and priorities for the directorate 
• 	 Integrates and provides for continuity ofeffort among the Directorate's staff to meet directorate and 

Command goals 
• 	 Directs the operations of the TCJ6 directorate in the absence of the Director 
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Deputy Director for Distribution Portfolio Management 
• 	 Leads. implements and manages DPfM for new, changing, and updated IT, functional requirements and 

capabilities (including Training, Project Management, TransitioniMigration Plans, and IT Investment) 
• 	 Co-chairs Distribution Functional Working Group (DFWG), a joint-level working group 
• 	 Leads IT resource management and corporate strategy 
• 	 Serves as the USTRANSCOM expert on DODAF architecture matters 
• 	 Serves as the USTRANSCOM configuration manager for the Enterprise Architecture (EA) 
• 	 Integrates EA with the DOD EA, coordinating EA changes with DOD service components and TCCs 
• 	 Serves as the USTRANSCOM rep for the Architecture Oversight Group (AOG) 
• 	 Leads Enterprise Architecture development for SPO 
• 	 Monitors Military Communications-Electronics Board (MCEB) for emerging requirements and 

inclusion into the Enterprise Architecture 
• 	 Oversees IT Enterprise change management development requirements 
• 	 Directs the operations ofthe TCJ6 directorate in the absence ofthe Director and the Deputy Director 

Enterprise Architecture Division 
• 	 Develops, aligns, maintains, and integrates operational, systems, and technical views for the EA 
• 	 Facilitates changes in the EA as driven by duplication and gap analysis ofcapabilities and requirements 
• 	 Encourage EA Compliance of all IT Systems 
• 	 Manages Enterprise Architecture waiver process 
• 	 Manages Corporate Resource Information Source (CRIS) database 
• 	 Performs configuration management ensuring sequencing ofEnterprise Architecture development 

flperational Architecture Branch 
Establish and maintain standard profiles for operational activities 

• 	 Conduct and facilitate workshops to collect and vet data for all functional activities and processes 
• 	 Performs Configuration Management for all operational view products 
• 	 Manages external architecture alignments IA W approved architecture reference model 
• 	 Develop and maintain operational primary threads for various operational views 
• 	 Support operational assessments in concert with Portfolio managers 
• 	 Directs front-end development providing access to operational architecture views 
• 	 Provides support to reconciliation workshops linking process capabilities to IT System functions 

System & Technology Architecture Branch 
• 	 Establish and maintain standard profiles for IT Systems 
• 	 Reconciliation of IT System functions with process capabilities 
• 	 Develops and Manages Corporate Resource Information Source (CRIS) database 
• 	 Develop, direct and perform Technical Assessment for all TWCF IT Systems 
• 	 Supports Portfolio managers in performing technical reviews 
• 	 Performs Configuration Management for all System and Technical view products 
• 	 Perfonns data calls for all IT Systems 
• 	 Prioritizes and develops front-end applications to CRIS 
• 	 Component Sponsor to OSD for certification of all IT Systems 
• 	 Member to OSD's DoD IT Standards Registry working group 



.' IT Policy and Distribution Portfolio Management Division 
• 	 Analyzes, selects, controls and evaluates all Distribution and Deployment-related IT systems 
, 	 Facilitates the analysis & evaluation ofIT systems requirements and capabilities for USTRANSCOM 

mission and strategic planning contribution and applicability 
• 	 Implements and manages Portfolio Management for new, changing, and updated TWCF and 

Distribution IT and functional requirements and capabilities 
• 	 Facilitate the development of business case studies 
• 	 Manages IT Investment Strategy & Management CIO Program Review Process (CPRP) 
• 	 Develops, implements, and manages IT funding strategy based on IT requirements and capabilities 
• Manages systems migration to the Enterprise Architecture (EA) Technical View (TV) 
• 	 Ensures CIO Statutory Compliance 
• 	 Develops, reviews, and integrates IT Systems Policy 
• 	 Manages and oversees IT contracts 
• 	 Develops and manages IT strategic planning' 
• 	 Manages division budget/resources 

Portfolio Analysis Branch 
• 	 Analyzes, selects, controls and evaluates all Distribution and Deployment-related IT systems 
• 	 Implements and manages Portfolio Management for new, changing, and updated TWCF and 

Distribution IT and functional requirements and capabilities 
• 	 Facilitates the development ofbusiness case studies 
• 	 Manages systems migration to the Enterprise Architecture (EA) Technical View (TV) 
• 	 Ensures CIO Statutory Compliance 
'1 Develops and manages IT strategic planning 

Serves as J6 representative for Personnel, Manpower, and Space Management Allocation issues 

IT Policy and Investment Management Branch 
• 	 Facilitates the analysis & evaluation of IT systems requirements and capabilities for USTRANSCOM 

mission and strategic planning contribution and applicability 
• 	 Manages IT Investment Strategy & Management CIO Program Review Process (CPRP) 
• 	 Develops, implements, and manages IT funding strategy based on IT requirements and capabilities 
• 	 Develops, reviews, and integrates IT Systems Policy 
• 	 Manages and oversees IT contracts 
• 	 Manages division budget/resources 

CIO Support Division 
• 	 Leads and manages corporate data environment 
• 	 Serves as the focal point for ChiefInformation Officer (CIO) activities 
• 	 Serves as Transition Manager for ACTD global transportation integration and architecture IT activities 
• 	 Serves as the component data administrator for USTRANSCOM 
• 	 Integrates EA with the DOD EA, coordinating changes with DOD service components and TCCs 
• Serves as ADUSD (AT&L) Integration Working Group representative 
" Serves as the technical Director for CIO 



; 
Enterprise Data Branch 
• 	 Manages Transportation Data Management Program (data models & standards, extensible Mark-up 

Language (XML) standards, reference tab'les, etc.) 
• 	 Manages and implements USTRANSCOM data architecture 
• 	 Designs, implements, and maintains USTRANSCOM Master Model 
• 	 Manages Data Quality Program 
• 	 Manages synchronization of redundant data management initiatives 
• 	 Manages elimination of redundant interfaces and integration of source data 
• 	 Implements Corporate Data Environment (CDE) 
• 	 Supports implementation of the Corporate Data Solution (CDS) 
• 	 Assists program managers in implementing data standards 
• 	 Assists DISA in managing IDA reference tables 
• 	 Implements and manages the Knowledge Management Data Integration layer of the CDE 
• 	 Designs, implements, and maintains the USTRANSCOM data repository 
• 	 Manages and oversees transportation-related XML Namespace 
• 	 Manages the Defense Transportation Electronic Business (DTEB) program 
• 	 Chairs the DTEB Committee (USTRANSCOM, TCCs, Services, DLA, DFAS, and GSA) 
• 	 Co-chairs the Ocean, Rail, and Motor Automated Carrier Interface Task Groups 
• 	 Serves as functional focal point to the commercial transportation industry on Electronic Data 

Interchange (EDI) implementation and related issues 
• 	 Serves as contracting officer rep for the "Implementing Electronic BusinesslElectronic Commerce 

Techniques in Support ofDefense Transportation" contract with Logistics Management Institute (LM!) 
• 	 Reviews and comments on all new/revised EDI Implementation Conventions (ICs) 
• 	 Reviews and comments on all proposed data maintenance items affecting published transportation ICs 
• 	 Serves as the Transportation Functional Work Group Chair within the DOD and Federal EDI standards 

community 
• 	 Reviews, comments and votes on all proposed DOD and Federal ICs disseminated by the DOD EDI 

Standards Management Committee (EDISMC) 
• 	 Provides Distribution Community of Interest (D-CO!) policy, procedures, and toolset support 

Enterprise Interoperability Laboratory 
• 	 Conducts IT confonnance and compatibility testing 
• 	 Conducts IT product assessment and evaluations to ensure IT integration and interoperability among 

Distribution and Deployment systems 
• 	 Perfonns interoperability certification testing 
• 	 Provides support to development initiatives 
• 	 Perfonns IT systems commodity purchasing 
• 	 Oversees requirements processing program 

Future Capabilities Branch 
• 	 Conducts technology demonstrations in support ofDistribution Process Owner (DPO) 
• 	 Leads testing ofnew logistics warfighting capabilities 
• 	 Serves as focal point for analyzing integration and interoperability issues 
• Leads distributed test environment 
'\ Oversees and monitors enterprise R&D efforts 
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Operations & Plans Division 
• 	 Manages command C4S Operations and Maintenance (O&M) 
• 	 Establishes USTRANSCOM's and TCC's C4S O&M interoperability standards. directives, and 

procedures 
• 	 Serves as the Designated Approval Authority (DAA) for the command's C4S collateral 


systems/networks 

• 	 Manages communications planning support for contingencies and exercises 
• 	 Provides C4S support to command Deployment Distribution Operations Center (DDOC) 
• 	 Plans, executes and sustains deployed Deployment Distribution Operation Centers (DDOCs) 

Information Assurance Branch 
• 	 Operates the Global C4 Intelligence (C4I) Coordination Center (GCCC) as the J6 support entity of 

USTRANSCOM Deployment Distribution Operations Center (DDOC) 
• 	 Serves as command 24-hour focal point for Information Assurance 
• 	 Maintains current operational status of C4IS supporting IDA 
• 	 Coordinates C4IS restoration actions 
• 	 Maintains Information Assurance Command Operation Picture (IA COP) 
• 	 Manages the Command Information Assurance Program (Network Management, Information 


Protection, and Service Assurance) 

• 	 Serves as Command Designated Approval Authority representative 
• 	 Manages the command Certification and Accreditation (C&A) program 
• 	 Manages the command Information Assurance Vulnerability Assessment (lAVA) program 
• 	 Manages the command COMSEC program 

Plans Branch 
• 	 Plans, executes and sustains deployed Deployment Distribution Operation Centers (DDOCs) 
• 	 Manages USTRANSCOM satellite communications programs and projects 
• 	 Plans/engineers C41 systems satellite and terrestrial network support 
• 	 Advocates/manages/apportions command satellite communications space segment and bandwidth 

resources 
• 	 Plans and operates MILST AR terminals 
• 	 Manages USTRANSCOM's Satellite Communications Database (SDB) requirements 
• 	 Represents USTRANSCOM regarding spectrum management issues 
• 	 Manages TCJ6 inputs for Joint Quarterly Readiness Review (JQRR) 
• 	 Manages TCJ6 JULLS RAP and JMETS 
• 	 Develops and maintains C4S portion of CAAs 
• 	 Develops and maintains USTRANSCOM Annex K for supporting OPLANs 
• 	 Represents J6 at Joint Theater Tactical Networks Configuration Control Board (TJTN-CCB) 
• 	 Coordinates/advocates component commands' requirements for C4S resources to prosecute assigned 

mISSIons 
• 	 Processes/validates Satellite Access Request (SAR)/Gateway Access Request (GAR) and Global 

Broadcast System (GBS) Mission Request (GMR) in support ofUS TRANS COM component 
commands' requirements 



Systems Operations Branch 
• 	 Provides operations and maintenance support for all Headquarters C41 Systems 
• 	 Provides operations and maintenance support for key USTRANSCOM C2 lTV systems including GTN, 

GTN21, TRAC2ES, GeCS, SMS 
• 	 Provides operations and maintenance for Unclassified and Classified official messaging systems 
• 	 Provides voice, video, and data services on Unclassified, Collateral Secret, and SCI networks 
• 	 Provides policy, architecture, network engineering, configuration management, and database 

administration for Headquarters C4I Systems 
• 	 Provides 24-hour customer support (flag officer support and help desk). 
• 	 Operates and maintains NIPRNET and Secret Internet Protocol Router Network (SIPRNET) Network 

Infrastructure and Office Information Systems (OIS) 
• 	 Performs Automated Data Processing Equipment (ADPE) Inventory Control and Personal Computer 

maintenance 
• 	 Provides Secure and Non-secure Audiovisual and Video-teleconferencing support 

Programs Division 
• Exercises program management responsibility for C41 systems to meet validated and funded 
requirements 
• 	 Provides command oversight for DOD and Joint C41 programs affecting USTRANSCOM 
• Implements technical solutions IA W current C4S policies, funding constraints, acquisition strategies, 
maintenance concepts, and configuration management plans 
• 	 Develops and maintains program plan to manage each assigned project 
• 	 Conducts periodic program management reviews 
• 	 Manages the installation, training, maintenance, and integrated logistics support for C41 programs 
• 	 Executes the Planning, Programming and Budgeting process for assigned C41 programs 
• Capitalizes on emerging technologies for USTRANSCOM IT initiatives culminating in delivering the 
capability of network centric management of the IDA to USTRANSCOM 
• Integrates technologies into USTRANSCOM IT services for enhancing the access, capabilities or 
security of IDA 

C2 Programs Brancb 
• Manages the development, implementation and/or sustainment of the following DOD and 
USTRANSCOM command and control programs: 

• 	 Advance Transportation for the Twenty First Century (AT2I) 
• 	 TRANS COM Regulating And Command & Control Evacuation System (TRAC2ES) 
• 	 Global Command and Control System (GCCS) 
• 	 Global Combat Support System (GCSS) 
• 	 Audiovisual systems 

• 	 Command presentation systems 
• 	 Video teleconferencing systems 

• 	 Defense Message System (DMS) 
• 	 Info Workspace (IWS) 
• 	 Defense Collaboration Tool Suite (DCTS) 
• 	 Next Generation Collaboration System (NGCS) 
• 	 Transportation Common Operating Picture (TRANSCOP) 
• 	 Joint Mobility Control Group (JMCG) 
• 	 Knowledge Wall 



• 	 Deployment and Distribution Operations Center (DDOC) Reporting Tools 
• 	 Single Mobility System (SMS) 

• 	 Logbook 
• 	 Joint Operational Support Airlift Information Management System (JOSAIMS) 
• 	 Distribution Flow Analysis (DFA) 
• 	 Modeling and Simulation 

• 	 Analysis ofMobility Platform (AMP) 
• 	 Joint Flow and Analysis System for TRANSCOM (JFAST) 
• 	 Aerial Port ofDebarkation (APOD) Model 

• 	 Customs Process Automation (CPA) 
• 	 Defense Courier Automated Management System (DCAMS) Next Generation (NG) 

Infrastructure Branch 
• Manages the development, implementation andlor sustainment of the following DOD and 
USTRANSCOM infrastructure programs: 

• 	 Defense Courier Automated Management System (DCAMS) Next Generation (NG) 
• 	 Transportation Financial Management System (TFMS) 
• 	 Defense Enterprise Accounting and Management System (DEAMS) 
• 	 Infostructure (storage/computing consolidation) 
• 	 Web Services 

• 	 Portals 
• 	 US TRANS COM Local Area Network 

• 	 Classified and Unclassified Office AutomationlInfonnationlE-mail capabilities 
• 	 Command-specific SfW access/integration 

• 	 Joint Personnel System (JPS) 
• 	 Commander's Resource Integration System (CRIS) 
• 	 Information Assurance (IA) 

• 	 Information Protection (IP) 
• 	 Service Assurance (SA) 
• 	 Network Management (NM) 
• 	 Secure Infrastructure Human Interface (SIHl) 

• 	 Public Key Infrastructure (PIG) 
• 	 Common Access Card (CAC) 
• 	 Biometric capabilities 

• 	 Software Consolidation (Enterprise licenses) 
• 	 Electronic Information Management (ElM) 

• 	 Knowledge Management 
• 	 Workflow 
• 	 Records management 

Global Transportation Network (GTN) Program Management Division 
• 	 Plans, budgets, develops, and implements USTRANSCOM global command and control and lTV 

system, the GTN 
• 	 Coordinates acquisition activities with appropriate OSD and acquisition oversight agencies 
• 	 Develops and maintains software and hardware IA W user requirements 
• 	 Develops and oversees the long-range planning, policy, technical integration. and interoperability of 

major transportation C4 systems DOD-wide 



., Program Management Branch 
• Formulates, coordinates, and implements acquisition strategy for GTN and GTN21 Programs 
» Ensures program compliance with all regulatory and statutory requirements for ACAT lAC programs 
• Reports program status concerning cost, schedule, and perfonnance to Air Force and OSD oversight 
communities and USTRANSCOM command structure 
• Manages cost, schedule, and performance by project/increment for development and operations and 
maintenance of GTN and GTN21 programs 
• Ensures integration of all projects/increments into a seamless system 
• Ensures that GTN and GTN21 interface properly with required source and destination systems 
• Assimilates, organizes, and communicates award fee feedback information to GTN and GTN21 prime 
contractors 
• Briefs Award Fee Review Boards and makes recommendation to Award Fee Determining Official 
• Translates transportation operational requirements into acquisition projects/increments, including the 
collection, documentation,· integration, tracking, and life-cycle management ofGTN and GTN21 programs 
• Integrates acquisition specialties (engineering, test and evaluation, contracting, etc.) through the 

Integrated Product and Process Development (IPPD) process 

• Coordinates with all stakeholders to ensure programs meet operational needs within budget and 

schedule constraints 

• Receives procurement and acquisition management services from the HQ Air Mobility Command 

Contracting Flight responsible for contract management support to the GTN contract 


Program Control Branch 
• Develops, coordinates, and maintains an integrated program contract and financial management system 
• Manages all GTN program control aspects including acquisition strategy programmatic problems 
• Develops and prepares acquisition documentation to support GTN as required to meet OSD and Air 
Force acquisition milestones, reviews, and overall program and documentation schedules 
• Writes and coordinates task orders to ensure future GTN development and associated requirements are 
accurately documented to the contractor 
• Monitors contractor performance, to include performing quality assurance evaluator functions, 
oversight of program cost and schedule performance, master schedule coordination and maintenance, and 
analysis ofcontract funds status 
• Develops, reviews, updates, coordinates, and executes and integrated budget a financial management 
program, to include program management analysis, cost estimation, resource analysis, expense and 
obligation accounting, support agreements, and audit reports 

Engineering Brancb 
• Performs engineering disciplines, to include systems engineering, software engineering, database 

engineering, computer equipment planning and acquisition, communications engineering, security 

engineering, and integrated logistics support 

• Provides engineering support, including communications and security engineering, and 

reliability/maintainability/availability analyses 

• Develops and maintains GTN C4 Intelligence Support Plan (C4ISP) and GTN Security Plan 
• Reviews and approves all GTN technical requirements, specifications, architecture, design and 

implementation documents 

• Evaluates and recommends the use of integrated computer-aided software engineering (ICASE) tools 

Oversees configuration management ofGTN software, hardware, and documentation, including 

configuration identification and control of functional, allocated, and product baselines 

• Provides secretariat to GTN Configuration Control Board (CCB) and chairs working group meetings 



.' 
Test and Evaluation Branch 
• Assesses and provides infonnation to support program risk planning (identification, avoidance and 
mitigation) 
• Leads Test and Evaluation (T&E) activities within the GTN Division 
• Maintains continuous insight into the contractors' developmental test efforts 
• Develops T &E objectives and issues based on requirements 
• Applies appropriate tools and techniques for conducting developmental and operational T &E in support 
of system development 
• Employs modeling and simulation techniques 
• Leads the Combined Test Force including representatives ofAir Force Developmental Test 
Organization, Air Force Operational Test and Evaluation Command, system users and the prime 
development contractors 
• Chairs the Test and Evaluation Integrated Process Team 
• Develops and maintains Test and Evaluation Master Plan 
• Facilitates identification of testable requirements with the user representatives 
• Manages the T &E process to include test schedule, resource and budget planning 
• Provides government interface to the developing contractor regarding T &E issues 
• Assesses system maturity~ technical perfonnance specifications, operational effectiveness, suitability 
and survivability for intended use within the GCSS family ofsystems 



• 
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NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION 
I POSITION AND HIRING INFORMATION 

STANDARD POSITION 2. POSITION TITLE 3. OCCUPAllONAL CODE
NUMBER 

Nl061 PROGRAM ANALYST 0343 
4. ORGANIZATIONAL TITLE S. CAREER 6. PAY 7. PAY B. TARGET 9. OP'" FUNCTIONAl..
USTRANSCOM GROUP SCHEDULE BANO PAY BAND CODe 

P;ogram Analyst 
Se,: YA 2 N/A 

10. DRUG TEST I 11. BUS CODE 12. FAIR LABOR STANDARDS ACT /13. DOD SUPERVISORY 
_x_ E 5CFR 551i06 

STATUS & Ai' SL 
_YES -L NO 8888 - N DoD-B. AF·B 
14. KEYIEMERGENCY 115. MOBIUZAllON INDICATOR 1 1B. EHVIRONMENTAUHAZARD 1 17• CERTIFICAnoN REQUIREO

ESSENnAL DIFfERENTIAL 
NO NO NO' YES X NO 
18. POSITIVE EDUCATION REQUIREMENTS 1'9. LANGUAGE REQUIRED 

_YES~NO _YESLNO 

12D. LANGUAGE IDENTIFIER 

N/A 
21. FINANCIAL STATEMENTS REQUIRED 22. POSITION SENSITIVITY 23. PAY POOL IDENnFIER 24. I.AUTEtlBERG/SMITH

AMENDMENT 
.JL.YES  NO 

Non-Critical Sensilive YES X NO 
25. DUllES: Serves as a Directorate point of contact for portfolio development and management in relation to the 
Communication Program Review Process (CPRP). SUPPOrlS all eITons to align programs with portfolios for the 
USTRANSCOM Chief lnfonnalion Officer (CIO). Defines siandsrds, develops solutions, manages contracts, provides 
expenise and develops executive level feedback for the management of the Defense Transportation Systems (DTS) 
transportation and logistics portfolios. Analyzes, develops, and evaluates programs and portfolios, and develops 
recommendations to rcsolvc any issues and works to effect those re~ommendations. Applies qualitative and quantitative 
analytical techniques thal frequently require modifications to fit a wide range of variables. Executes USTRANSCOM's 

rormation technology (IT) policy arid directive compliunce progra.m. Develops metrics, products and policies enabling 
_.e CIO USTRANSCOM's compliance monitoring of: the Clinger·Cohen Act (IT Management Rcform Act (ITMRA», 
Government Performance and Results Act (OPRA), PaperReductiori Act of 1995 (PRA), and H.R. 2561-50. Provides 
periodic compliance reviews, briefings. implementation updates and metries analyses to senior USTRANSCOM leadership 
on subject such as compliance with IT and security stondards, program performance monitoriDg. ond status of deliverable.s 
vs. what was projected. Incorporates compliance objectives into integration management,change management, and 
architecture management efforts throughout the DTS. Serves as lin acquisition and financiaJ liaJs~1O for the Directorate to 
help plan and organize investment activities for the CIO', ensuring compliance with legal and regulatory requirements and 
ensuring customer needs are mct. Actively participates in IT strategic planning activities to improve organizational 
direction and focus using strategic planning tools amI techniques. Facilities CPRP and documents planning and 
programming decisions in appropriate formats to meet OSD. DOD, Joint Slaff, and corrunand requirern~ls, Identifies 
non-standard or emerl,ring operationar requirements, assesses impact on' assigned programs, and develops 
rcconuncndations. Devc:lops strategies and products for effective marketing of CPR? iSS\les Dnd decisions. ensuring the 
DTS community remains fully informed. 
26: POSITION'S ORGANIZATION 
USTRANSCOM TCJ6 

27. POSITION OCCUPIED 26. a. DUTY STATION (City - Counly - Siale Or Ovell>sas Locallon) 

Competrtlve Scolt AIr Force Base, IL 

b. GEOGRAPHICAL LOCAnON CODE 
177835163 

29. Core CompetencIes 
Air Force Skill Codes: 

Perconlago Skill Code ! Shred Subshred L1lenl TransllJllon 
50'/~ ARLPLN I Program Analy,;lsJPlanning 
SO~, ARLPRG ~ 

ProQrBm Analy,;lsJPro"rammlng 

I 
00 FORM 2918, Jul 2000 
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I NATIONAL SECURITY PERSONNEL SYSTEM (NSPS)'POSITION DESCRIPTION 

~O. COMPONEN INFORMA ON 
A. STANDARD OCCUPATION CODe (SOC) B. NAnONAL GUARD BUREAU C. AIR/ARMY RESERVE TECHNICIAN 

OUALSTATUS NON·OUAL STATUS YES NO 
O. AF SPEC CODEJ MIL E:"~~. ~.w~ 

G:'SGOP.E·AND,1 MPACT 
OCCUPATIONAL SPEC LEi\0: 81W:1t< L:EAVEa~1ft< _.... _

8(.5"lfF 
H. ORGANIZAnONAl I. CAREER FIELOI J, RESERVED FOR COWPONENT USE 31. PPP OPTION CODE 

eNVIRONMENT COMMUNITY Org Fllnc Code: CMY 
Comm and Info Centrally Manage<! Type: No 

1'10 USTRANSCOM Comp Level Code: K78A 

32. SKILLS INFOR1YlATION 
I. Mastery knowledge of a wide range of qualitative anellor quantitative methods for assessment and improvement of joint 
level'plans apd programs for conducting major operations such as deployment, distribution. acquisition, mobilization. 
cxercise, or similar operations. 
2, Ability 10 plan, organize, and negotiate efrectively with senior analyst and management to accept and implement 
recommendations, where proposals involve substantial resources. and require cxtensivc changes in established concepts 
and procedures. 
3. Skill in fact-finding. contract analysis and pricing techniques, problem resolution. and development ofconcrcte action 
plans 10 solve problems. 
4. Professional skill and ability to communicate effectively. both orally and in writing, complex technical issues and 
statemcnts prepared for senior milita.-y. government. and civilian officials in OST, Joint Staff, DLA. Military Services. 
Transponalion Component Commands. and corn..lIcrcial logistics partners. Skills and ability to present teclmical briefings. 
chair meetings. and prepare reports. . 
- Knowledge of defense acquisition processes and Planning. Programming, Budgeting System (PPBS) relative to 
Jonnation technology system development and funding. 

6. Ability 10 assimilate. annlyze. and evaluate data to formulate co:nmand positions; able to art.iculatc requirements and 
present repom in final formal. 

33. CONOITIONS OF APPOIHTMcNTloTHER SIGHIFICANT FACTS 

Incumbent may be required to travel by regularly scheduled passenger, military. or commercial aircraft in the performance 
or temporary duty assignments. 

Logistics operations or IT experience is desirable for the sl1-ccessful completion of the work. 

The employe!! must obtain and maintain a Secret security clearance. 

This position may require the employee to work olher than normal duty hours, which may include overtime. 
" 

34, OTHER REQUIREMENTS B. DOD RESERVED C, 000 RESERVED O. 000 RESERVED E. COMPONENt' use 
A. 000 RESERVED . 

35. AUTHORIZED MANAGEM ~T OFFICIAL 

"'4J:J1frk b. TlTLE b. DATE (YYYYIMMlOO) 

Cnlef. D!s!rtbullon CapabUiIi!5 and SuPPOrt ~/).7Division 

le, C~SIFICAl1I/lN APPROVED BY I 

"G~~t, 
b.Tme b, DATE (YYVY/MMIDOI 

I Human Resources Spec (CLASSIFICATION} dJX}tJ/0I/I!)
V 
 tl 
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NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION 

POSITION AND HIRING INFORMATION 

1. POSITION NUMBER 2. POSITION TITLE 3. OCCUPATIONAL CODE 
9SN0973 Supervisory Program Analyst 0343 

4. ORGANIZATIONAL TITLE 5. CAREER 6. PAY 7. PAY 8. TARGET 9. OPM FUNCTIONAL 

Chief, Commander Action GROUP SCHEDULE BAND PAY BAND CODE 

Group SC YA 3 

10. DUUG TEST 111. BUS CODE 12. FAIR LABOR STANDARDS ACT 113. DOD SUPERVISORY 
_YES _X_ NO 8888-5 USC Chap STATUS & AF SL 

7112(b)(1 ) N X E 5 CFR, 551.205 DOD-21AF-1 
14. KEY/EMERGENCY 15. MOBILIZATION INDICATOR 16. ENVIRONMENTAUHAZARD 17. CERTIFICATION REQUIRED 

ESSENTIAL C - Position required in DIFFERENTIAL - YES __X_ NO 

No 
peacetime and upon mobilization 

N/A 

1B. POSITIVE EDUCATION REQUIREMENTS 19. LANGUAGE REQUIRED 20. LANGUAGE IDENTIFIER 

- YES _X_ NO - YES---.X. NO N/A 
-

21. FINANCIAL STATEMENTS REQUIRED 22. POSITION SENSITIVITY 23. PAY POOL IDENTIFIER 24. LAUTENBERG/SMITH 
. Critical-Sensitive AMENDMENT 

-X-YES  NO 
YES X NO 

25. DUTIES 
The primary purpose of this position is to serve as the command's senior program analyst, technical expert, and director for the USTRANSCOM . 
Commander's Action Group. Reports to and provides direct support to the USTRANSCOM Commander. Plans, organizes, and independently 
determines needed policies, regulations, directives, programs, doctrine, and procedures for establishment and maintenance of high-level interest 
USTRANSCOM programs imd projects. Develops and evaluates detailed transportation contingency plans, goals, resources, and objectives for long-
range implementation of Commander's special studies and projects. Establishes, develops, and maintains effective working relationships with the 
Secretary of Defense, DoD agencies, Joint Staffs, SECAF, military headquarters, private industries reps, etc. to define, coordinate, assess, and defend 
critical transportation mission requirements and resolve major issues. Recommendations made to Commander significantly changes major aspects of 
the mission and programs and have an affect on internal and external agencies such as DoD, military components, FEMA, Homeland Security, etc. 
Works as II senior program expert to determine command areas for improvement and develops strategies and solutions to very complex and sensitive 
issues. -Establishes command metrics and analysis for command to.assess efficiency, effectiveness, and compliance issues. Keeps the 
USTRANSCOM Commander fully aware of high visibility issues and is,continually aware of changing environments and shifts in emphasis or 
program changes that may affect command leadership, programs, policies, resources, funding, and procedures. Prepares and presents briefings and 
presentations to senior leaders. Prepares executive correspondence and shares the Commander's view and intent with a variety of audiences in various 
venues. Represents the USTRANSCOM Commander at sanctioned courses and events. Prepares the USTRANSCOM Commander to attend maj or 
high visibility events. Assigns wo~k to subordinates based on priorities, difficulty of assignments, and the capabilities of employees; develops 
performance standards and rates employees; interviews candidates for subordinate positions; recommends, hiring, promotion or reassignments; takes 
disciplinary measures, such liS warnings and reprimands; identifies developmental and training needs of employees; and provides andlor arranges for 
needed development and training. Provides a work environment that is free from all forms of discrimination, harassment, and retaliation. Addresses 
subordinate's concerns, whether perceived or real, and follows up with appropriate action to correct or eliminate tension in the workplace. Supports 
the agency's EEO program. 
26. POSITION'S ORGANIZATION 

USTRANSCOMrrCCC 
27. POSITION OCCUPIED 28. a. DUTY STATION (City - County - State Or Overseas Location) 

Competitive Scott AFB, St Clair, I L 
b. GEOGRAPHICAL LOCATION CODE 

177835163 
29. Core Competencies 

Air Force Skill Codes: 
--

Percentaqe Skill Code Shred Subshred Literal Translation 
100% ARL PRG Program Analysis/Programming 

I 

I 


I 
I 
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]>osition Description Number: 9SN0973 December 4, 2008 

Title: Supervisory Program Analyst 

Refe'rences: DOD 1400.25-M, Subchapter 1920,28 April 2008 

Pay Schedule/Occupational Code! Career Groim: ' 
YA-0343-03 

Non Supervisory Position Evaluation: 

At Pay Band 2, positions are at the full-performance/journey level. The employee is an experience worker who has gain'ed 
competencies and skills either by work experience at Pay Band I or through relevant graduate study andlor experience, The employee 
carries out assignments independently. This level is appropriate for most installation and headquarters positions in DOD occupations 
in this pay schedule. 

At Pay Band 3, positions are subject matter expert/program manager level positions. Work at this level typically involves 
responsibility for program development andlor oversight of major Department (OSD) leyel or Component/Command (or equivalent) 
level programs. The scope ofthe work is typically the "big picture" rather than "action officer work" and typically impacts the work 
of other experts. At this level, work involves independently resolving problems or issues, impacting programs that extend across 
Components or throughout a Component/Command (or equivalent organization). Organizations where this work resides typically 
include DOD agencies, military department headquarters, a major military command; and other organization with equivalent 
delegated program responsibility. 

The primary purpose ofthis position is to serve as the command's senior program analyst, technical expert, and dire~~~r for the USTRANSCOM 
Commander'S Action Group., Reports to and provides direct support to the USTRANSCOM Commander. Plans, organizes, and independently 
determines needed policies, regUlations, directives, programs, doctrine, and procedures for establishment and maintenance of high-level interest 
USTRANSCOM programs and projects. Develops and evaluates detailed transportation contingency plans, goals, resources, and objectives fOr long
range implementation of Commander's special studies and proJects. Establishes, develops, and maintains effective working relationships with the 
Secretary of Defense, 000 agencies; Joint Staffs, SECAF, military headquarters, private industries reps, etc. to define, coordinate, assess, and defend 
critical transpOltation mission requirements and resolve major issues. Recommendations made to Commander significantly changes major aspects of 
the mission and programs and have an affect on internal and external agencies such as 000, military components, FEMA, Homeland- Security, etc. 
Works as a senior program expert to determine command areas for improvement and develops strategies and solutions to very complex and sensitive 
issues. Establishes command metrics and analysis for command to assess efficiency, effectiveness, and compliance issues. Keeps the 
USTRANSCOM Commander fully aware of high visibility issues and is continually aware of changing environments and shifts in emphasis or 
program changes that may affect command leadership, programs, policies, resources, funding; and procedures. 

l11i!! position meets the criteria ofPay Band 3. 

Supervisory Evaluation: 

To be classified as an immediate supervisor and assigned a pay band in the SupervisorlManager Standard Pay Schedule (PS), the 

position must: 


- Assign work to subordinates based on priorities, difficulty of assignments, and the capabilities of employees; 

- 'Provide technical oversight; I 


- 'Develop performance plans and rate employees; 

- Interview candidates for subordinate positions; recommends hiring, promotion, or reassignments; 
 I 
- Take disciplinary measures, such as warnings and reprimands; . I 
- Identify developmental and training needs of employees; provides andlor arranges for needed development and training. I 

To be classified as an Intermediate supervisor, the position must perform all the functions of an immediate supervisor listed above Em Isubordinate supervisors. In addition, intermediate supervisors: 
- Make decisions on technical and personnel problems presented by subordinate supervisors; I 
- Review evaluations of non supervisory employees rated by subordinate supervisors; , 
- Assure reasonable equity of individual employee performance objectives, standards and ratings among subordinate I 

organizations; I 

- Recommend performance awards and salarylbonus distribution for subordinate employees; . I 
- Evaluate subordinate supervisors; I• Make or approve selections for subordinate nonsupervisory positions; 

- R~commend selections for subordinate supervisory positions. i 


IThis position meets the requirements for Immediate Level Supervisor under NSPS. 

I
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NATIONAL SECURITY·PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION (PO) 

POSITION AND HIRING INFORMATION 

1. STANDARD POSITION 
NUMBER 

2. POSITION TITLE 

9S N1060 
4. ORGANIZATIONAL TITLE 

CAG Staff Officer 

. '8888-5 USC 

Command Staff Specialist 
5. CAREgR 

. GROUP' 

SC 

6. PAY 7. PAY 
SCHEDULE .BAND 

YA 02 
12. FAIR LABOR STANDARDS ACT'10, DRUG TEST /11. BLIS CODE' 

_YES--4.NO 7112(b)(1)' 'N X E 5CFR551.206 

8. TARGET 
PAY BAND 

3. OCCUPATIONAL CODE 

0301
9. OPM. FUNCTIONAL 

CODE 

N/A 
.,.13. DOD SUPERVISORY 

STATUS & AF SL 
DOD-8/AF-8 l 

14. KEY/EMERGENCY I 15. MOBILIZATION INDICATOR 16. ENVIRONMENTAL/HAZARD 
ESSENTIAL C - Position Required in DIFFERENTIAL 

17. CERTIFICATION REQUIRED 
_YES-X-NO 

NlA Peacetime and Upon \ c. N/A 
Mobilization 

18. POSITIVE EDUCATION REQUIREMENTS 19. LANGUAGE REQUIRED 20. LANGUAGE IDENTIFIER 
N/A_YES..L NO _YES _X_ NO 

21. FINANCIAL STATEMENT.S REQUIRED 

_YES-2LNO 

22. POSITION SENSITIVITY 23. PAY POOL IDENTIFIER 

Critical Sensitive 

24. LAUTENBERG/SI\HTH 
AMENDMENT. 

YES X NO 
25. DUTIES . 0 , 

\ The primary purpose of this position Is to perform executive staff support and services for the professional staff of the 
Commander's Action Group (CAG) . Position dIrectly supports the Commander of USTRANSCOM and functIons as a 
confidential senior staff specialist for the CAG. Responsible for Commander-dIrected special studIes, proJectsi courses, 
and conferences. Initiates, plans, conducts, schedules, and coordInates all actlvltlE3s related to TRANSCOM special 
programs, courses,conferences, .and visits assigned. Develops position papers, course currIcula, studies, agendas, and 
presentatIons for.the Commander. Routinely Interfaces with SECAF, CSAF, Major Commands, and Component 
Commanders. Functions as a TRAf\jSCOM senior consultant to provide advisory, consulting, and expertise on high 
visibility and sf;lnsltive programs that are key to the strategic TRANSCOM mission planning, programming, and executi~n. 
AssIst TRANSCOM senior-leadership In formulating command policy on. command Issues. Formulates plans, command 
objectIves, poliCies, priorIties, and procedures to ensure Implementation '~nd InstitutIonalization of command Initiatives. 
On a continuous basis consults with·the Chief of the Commander's Action Group, Command SectIon, Office of Secretariat, 
and dIrectorates to Identify. training requirements for newly assigned TRANSCOM petsonnel and visits. Provides briefings 
to distinguished high level visitors and select military an9 civilian groups on TRANSCOM mission, organizational structure, 
operational responsibilities, etc. Provides support to guest speakers and coordinates proper protocol a.rrangeme~ts In 

.support of the Commander's sponsored actiVItIes. Utilizes multiple software pro~rams to review, produce, and develop 
commander's official documents. May participates as program manager, chairperson,and Commander's representative to 
manage all aspects of specIal programs, projects, or activities assigned. 

26. POSITION'S ORGANIZATION 

USTRANSCOM/TCCC 
27. POSITION OCCUPIED 

Competitive 

29. Core Competencies 

Air Force Skill Codes: 

Percentage Skill Code 
35% AKT 
35% ARL 
30% AKT 

L 

Shred Subshred 
oeM 
PLN 
ALT 

28. a. DUTY STATION (Clty-County-State Or Overseas Location) 

Scott AF Base St Clair Illinois 
b. GEOGRAPHICAL L.OCATION CODE 

177836163 

Literal Translation 
Speclalist/AnalystIDocumentatJon 
Program Analyst/Planning 
SpeCialist/Analyst/Protocol 

./ 

I 

I 


I 

I 
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NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION 

30. COMPONENTINFORMATJON 
s. STANDARD OCCUPATION CODE (SOC) Ib. NATIONAL GUARD BUREAU Ic. AIRfARMY RESERVE TECHNICIAN I
0301 CJ DUAL STATUS DNON·DUAL STATUS • DYES rnJNO 

d AF SPEC CODE! 
'<lIL OCCUPAnONAL SPEC' 

s. ROLE !. SPECIALTY :9 SCOPE AND 'MPACT 

03384 i 
'1. ORGANIZATIONAL i CAREER FIELDI bRiWER~Edl F8Sl; C8MPONEJ'J ~~ 31. PPP OPTION CODE 

ENVIRONMEN.T COMMUNITY I'g line '0 e: A~ onUllnn . t. 

COCOM N Centrally Manoged Code: NtA 
\ N/ACompetitive Level Code: 448A 

32. SKILLS INFORMATION 

1. Knowledge of Command's policies, focus, leadership concepts, and strategic vision; knowledge ofconcepts, procedures, 
principles. and practices of stoff work. 
2. Knowledge to apply analytical tec1utiques Bnd evaluation CJitelia to measure and improve program effectiveness and productivity 
3. Ability to plan, organize work, meet deadlines, successfully coordinate, and motivnte others while InOilltaining a professional 
image ill a day-to-day working relationship with the highest rnnklllg ntilitru), and civilians members. 
:4. Knowledge OfVnd011S computer software applications, tools, languages, nnd teclutiqut;s to s11pport office operations, web 
pages, and to produce a wide range ofdocuments requiring complex fonnat. 
5. Skill to analyze issues and to communicate effectively, both orally and ill writing with TRANSCOM senior decision makers. , 
6. Ability to speak to £I wide variety of civilian distillguished visitors or senior ntilitary members, as the comlUl1nder's 
representfitive, explaining progmms, future direction, o~iectives, !lI1d policies. 

'.
33. CONDITIONS OF APPOINTMENT 

I.May be required to travel by military andlor civilian aircraft in the peIfonnance of official duties. 
2. Employee required to work oveltime. 
3. Must be able to obtain a Top Secret security clearance. 

.. 

,. ,. 
I 

34. OTHER REQUIREMENTS 
a. DOD RESERVED b. DOD RESERVED c. DOD RESERVED d DOD RESERVED e. COMPONENT USE 

.' .. 
'j 

I 

35. AUTHORIZED MANAGEMENT OFFICIAL 

a. SIGNATURE b. TITLE c. DATE (YvYYIMM;DD; 

. . ~... ".-~~.i2.. [' t~,·· .. 
...i.-~!.. .l .. ~.-..... .~I_,'" 

US Transp0l1ation Commander 2008/12124 

3B. CLASSIFICATION APPROVED BY 

a·11tr:R~' 
b TITLE cOATE (YYYYiMM'DDj 

Human Resources Specialist (Classification) 2009/01115 
OBERT E. BOERSTL R. JR. 

DO FORM 291 B(BACK), JUL 2006 

PD NlUllber: 98 NI060 



• 


• 


• 




POSITION DESCRIPTION (Please Read Instructions on the Bad) 

BR~~'~ ~ New ~~~~~~~i7~it~~~~~~~1a~:;~~~~ii~~---------ra~~~op~~~F:i~~j~i
Reeltllb!l8M\en! [JI Olrn:r 

b;pISM(iOO (ShOw any Dositions reDillCfldJ 

c..s.cOn'a Lewl 
Re"';~ 

oep Cmdr. sonc Command 

rirlcl 

Command 

oyment & Distribution Cmd 

19. EmJ)lOyee Review·Tn" is an accurlllll dellcrilltion of the major 
duties and respon6ibilitie~ of my position. 

5008· TOG 

ES 0301 

ES 0301 00 

Information for Employees. The lllandafds. lind 
appliCiltion, lire 311aililble in the persOnnel office. ,The c;le'$$if'Ic;~I:t'; 
position may be reviewed end corlected bv tlJe 
01 PersoMol Manegement. Information, on' 
eppeals. and complaints on exemption' "rom 
personnel office or the U.S. Office of Personnel Ma,na(Ien~erlt. 

OfficeSym: 

TOTAL p.01 



GENERAL INFORMATION 

1.. INTRODUCTION: 

1. The position is located in the Military Surface Distribution and Deployment ColllIl1and 
(SDDC) component command of United States Transportation Command (USTRANSCOM) 
Alexandria, Virginia. This component command provides CDRUSTRANSCOM the capability.. 
for global surface distribution management operations. SDnC directs the operations of four 
. subordinate commands and 24 manned CONUSJOCONUS common-user military ocean terminal '. 
facilities involving 1700 civilian employees, 214 military personnel and supporting contractors .. 

.	The Deputy Commander is the principal assistant to the Commander for providing leadership,. < 
gUidance, and direction to the command and accomplishing the corrunand's mission. The Deputy 
Commander facilitates continuous improvement and innovation in the development of ' 
distribution policies, plans lind programs supporting their global mission. These efforts impact. 
Joint Service force deployment and logistics operations. The incumben( acts for and with the 
Commander in execution of all mission responsibilities, except those delegated duties under the' 
Unifonn Code of Military Justice and under regulations on adverse personneJactions against 
military members. ' 

II:. DUTIES AND RESPONSmn..ITIES: 

1. . Based upon full cognizance of the Command's operations and programs, appraises:progress'': 

b~ing made in rennsof the staled goals and objectives. Gives executive level directioolo 

subordinate organizations. and advises the Commander of the feasibility of actions proposed'or ,.. 

directed to resolved pressing problems. Assures that sound management practices and principl~s' 

are used throughout the Command in eKecuting the mission. Assures consistency in 

management and technical approaches from program to program, and facilitates cross feed of 

information among subordinate operating elements and to the headquarters. 


2; Conducts independent assessments of selected programs, mission areas, odunctional areas iii 
the command. In concert with the Commander, is responsible for overall management 'Of the ' . 

. ' command and oversight of assigned acquisition and logistics activities. Maintains cognizance of' 
new policies and directives issued by higher levels of the Department of Defense and 
USTRANSCOM and by other agencies of (he Federal governmenL Represenrs the Commander' 
in high level meetings throughout government, industry, and the academic community ..' Has 
executive level interface and coordination with local. state, and Federal government 
establishments, as well as with equivalent echelon representatives of foreign governments. 
Assists the Commander in the definition and improvement of organiz.ational intetfaces between 
the Command, theheadquaners, OSD, Joint Staff, Services, and Agencies that partiCipate in the '" ',' 
.command's programs or operations. . 

3. Fonnu]ates plans for the Conunander to implement new policies for the management of 
Center activities. Participates in making key decisions concerning the utilization of resources 

, allocated for accomplishment of the mission. Revjews plans and submissions to ensure that. the' . 
resources required will be available and are being used most effectively. Solves highly complex, 



.. 	the government and industry. Because the incumbent frequently participates in briefings, . 
conferences, and studies at high levels, a marked degree of oral and written communic~te skills ... 
is essential. The incumbent must have strong knowledge of DOD logistics enterprise, I?OD 
supply chain processes, genera] business and acquisition practices, and broad knowledge of the· 
Global Command Control System (GCCS) as weU as Global Transportation Network. Working. 
lrnowledge of the National Security structure with emphasis on (he JCS and unified and specified· 
command's role and communication lines is necessary. USTRANSCOM exists to provide . 
support to the warfighter at the direction of the Joint Staff. In-deprh understanding of how joint 
activities and commands operate, and the degree to which coordination is required, is mandatory. 
Experience in working and negotiating with the civilian trans.portation industry operates and an 
appreciation for the high degree of coordination required is essential. 

2, 	Must possess knowledge of government policies, directives, and other regulatory 
. memorandums concerning program management, utilization, acquisition, modeling. and 
standardization of the distribution processes. Must be able to exercise substantial knowledgeo!' . 
Federal. DOD, commercial carriers. GSA and other logistics regulations and policies. . 

3. This position is critical-sensitive and requires a Top Secret (SCn security clearance. 

4, The inct!m~nt '1lt!!1 ~ reqt!!red to travel on hoth schedl.!!ed 2.!!d !,!i)!'!£chedt!l~d a!rc!l!ft, as ';~!:.~f: 
as other modes of travel under conditions specified in the DOD JOlnt Travel Regulations. The . 
incumbent is expected to travel on short notice to attend high-level meetings with HQ 
USTRANSCOM, other Combatant Commands, the Services, JCS, OSD, and other agencies or .. 
organizations to obtaln quick resolution to prob1ems or to gather supporting infonnation to assis.t .. 
in the decision process. 	 . . 

· 5: The incumbent muse implement, promote, and effectjveJy support equal opporttinity'for aD 

· personnel. The incumbent must follow the provisions of labor agreemems and applicable 

: directives pertaining the personnel management. . 


6; 	The incumbent is required to file a statement of financial interest (DD FOrin i555).. 

--~KEY POSITION 

· .A'ddendum to 

This is a key poSition. Incumbents must be removed from their military recail status if' 

alternatives for fiJlingthe position during an emergency are not available. Incumbent may be 

required to work extended andloT irregulaT hours during exercises or contingency situations, 




and unusual managerial problems. Stimulates the development of new procedures, approaches, 
to.ols, and practices to enhance execution of the mission. 

4. Through subordinate supervisory personnel, assures the establishment of standards of 
professional and technical quality and ensure standards are maintained. Evaluates the 
background of prospective candidares for critical positions, and recommends selection of key 
personnel for senior level positions. Ensures that career development requirements of /issigned ' 
personnel are established and that acrjons are being taken to satisfy those requirements. ' 
Organizes workshops, conferences, and action groups as deemed necessary [0 facilitate and 
enhance the competence of the management and technical community. As the Command~s 
Senior Civilian Executive, participates in and/or chairs senior level meetings a.t the headquarters 
or elsewhere in the command. Such groups are formed to address conunand-wide policy or 
procedural issues impacting the accession, enhancement. and retention of civilian leadership 
personnel. 

·5. Supports command budget preparation. Develops recommendation on program fundin'g an&' 
information technology support contracts. Approves as authorized, or recommel)ds .ipproval of . 
organizational changes, manpower allocations, and funding increases or decrements fof alJ . 
organizational elements. Obtains and allocates funds necessary [0 support commandrrussions, . 
nT''''O'r::lTn<: ::Inti irnnl ....tn....... tAI',l'\1'\ l'\f ....l'\I;~\1 A~c"'<l<'!.. <: ....r ........... h~IQ ...,.. .......f , ... _hr.",,'" 'l3"A' 1"""t..o.rt",,,1 

.- ~Q-'--'-- _ .. - ---'r .--.-- ...- .. - .. _. r -'--';' - -------- r- - r-- --_..-- -- .-...---- _.- --"-'''7----
support to meet the missions in the most effective and efficient manner. Ensure~ supporting 

resources reqUired by staff elements and subordinates commands are included in command 


.pfogram estimates . 

.m. CONTROLS OVER WORK: 

. L The iru;:umbent;of this position performs duties subject to broad policy guidaru;:ef~o'in the . 
Commander who outlines objectives to be attained. The incumbent nas complete respOnsibility:
for assigned areas and is permittedmaximum latitude for independent judgment' and tteedomto. 
.pian and execute assignments. Since the majority of the problems and issues which the 
incumbent addresses are extreme in scope and subject to numerous variables, very few existing 
solutions apply .. The incumbent is expected to exercise a high degree of creativjty and· 
innovation in applying sound, mature judgment to develop effective solll£ions to a wide range of 
technical and resource management problems and issues. Work of the incumbent is reviewed 
solely for information purposes. 

, 	 ., 

2. The incumbent is authorized to speak on behalf of and commit SDnc to actions wil",in 

hislher area of responsibility based on current policy and procedures. Such decisions ate 

considered final, authoritative, and directive. 


'IV. OTHER SIGNlFICANTFACTS: 

1. The incumbent is required to exercise a nigh degree of initiative and possess the ability· to . 
, make independent decisions. 	This incumbem musr also have rhe ability and ptofession:tI statur~;;··. 

to support and defend. as well as influence. programs and policy decisions at the highest levds <if . 

J, 
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NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION 

POSITION AND HIRING INFORMATION 

'OSITION NUMBER 2. POSITION TITLE 3. OCCUPATIONAL CODE 

'~42970 Supv Management Analyst 0343 

4. ORGANIZATIONAL TITLE 5. CAREER 6. PAY 7. PAY 6. TARGET 9. OPM FUNCTIONAL 
GROUP SCHEDULE BAND PAY BAND CODE 

Freedom of Information AcUPrlvacy 
Act Disclosure Officer Standard YC 02 02 

10. DRUG TEST 11. BUS CODE 12. FAIR LABOR STANDARDS ACT 13. DOD SUPERVISORY 
8688-5USC CH STATUS & AF SL 

YES X NO 7112(b)(1 ) --N _X_ E 5 CFR 551.205 DOD 21AF 1 

14. KEY/EMERGENCY 15. MOBILIZATION INDICATOR 16. ENVIRONMENTAUHAZARD 17. CERTIFICATION REQUIRED 
ESSENTIAL DIFFERENTIAL - YES _X_ NO 

NA NA No 

16. POSITIVE EDUCATION REQUIREMENTS 19. LANGUAGE REQUIRED 20. LANGUAGE IDENTIFIER 
- YES _X_ NO - YES---1L NO 

21. FINANCIAL STATEMENTS REQUIRED 22. POSITION SENSITIVITY 23. PAY POOL IDENTIFIER 24. LAUTENBERG/SMITH 
AMENDMENT 

- YES _X_ NO 
Critical Sensitive - YES _X_ NO 

25. DUTIES 
Serves as thc principle advisor to the USTRANSCOM ConunanderfDeputy Conmlander/Chief of Staf!:,Directors and Chiefs of CSGs 
on all maners regarding the management and oversight of the USTRANSCOM Freedom of Information Act (FOIA) and Privacy Act 
(PA) programs. Implements policies and programs required by law for public access to USTRANSCOM infomlation under the FOIA 

~ PA. Interprets DOD FOIA and PA policy for USTRANSCOM application. Accomplishes staff liaison and courdination 10 

~dile processing within prescribed time frames. Works directly with the USTRANSCOM Staff Judge Advocate (TCJA), the 
~partment of Justice. and DOD General Counsel in preparing Vaughn Indices and Exemption Declarations in support of litigatiun 

liled pursuant to the Freedom oflnformation Act. Analyzes and evaluates FOIA and PA requests for USTRANSCOM and 
Transportation Component Commands (Air Mobility Conmland (AMC). Military Sealift Command (MSC), and Surface Deployment 
and Distribution Command (SDDC) records in terms of cited legislation and content to detemune legislative applicability. Determines 
offices responsible for search and review of requested documents and ensures action is properly assigned. In making this 
determination, conducts extensive telephone coordination throughout USTRANSCO~\'l, DOD. TCCs, and other federal agencies, as 
applicable. Takes initiative to ensure requests for non USTRANSC01·...l infomlation are transferred to proper agencies. Serves as 
independent FOIA and PA case action officer. In this capacity, applies knowledge of the rOJA. PA, DOD Directive 5400.7. and DOD 
Directive 5400.11 in reviewing and analyzing classified sensitive unclassified. and privacy infommtion for public release. Information 
is reviewed 10 ensure that withheld information is properly protected by an exemption of the FOlA or the P A. Incumbent prepares 
responses for rOIA and PA requests to the public: lor example, in areas such as Contracting. Defense Transportation Coordination 
Irnti<ltive (DTCI). DOD Transportation. U.S. Foreign Detainee Movements, Personnel Actions. Aeromedical Evacuation System. ctc. 
Incumbent prepares all responses to commercial entities in "Reverse" FOlAs, to include Guidelines. Provides USTRANSCOM data for 
input into the DOD FOIA Aru1Ual Report to Congress. Maintairts a public reading room in paper or electrornc fonnat in accordance 
with 5 U.S.c. 7552(a)(2). Ensure appropriate indices arc maintained for records in the reading room. Responsible for the training of 
USTRANSCOM personnel on their responsibilities under the FOlA and PA. Employee will oversee the management of infonllation 
throughout the command. which includes publications, Information Collections and Reports Management Program., and the command 
mail infomlation management communications programs. Employee wilJ supervise one GS·343-Jl civilian employee and four 
military. Provides a work environment that is free from all fomlS of discrimination, harassment. and retaliation. Addresses 
subordinate's concerns, whether perceived or real. and lollows up with appropriate action to correct or eliminate tension in the 
worl,,-placc. Supports the agency's EEO program. 

26. POSITtON'S ORGANIZATION 
USTCfTCCS-JS 

POSITION OCCUPIED 26. a. DUTY STATION (City  County  Stale Or Overseas Location) 

!'Ompetitive Scott AFB. Belleville. St Clair County, IL 

I 
b. GEOGRAPHICAL LOCATION CODE 

177835163 

. DO FORM 2918. Jul2006 
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29. Core Competencies 

Air Force Skill Codes: 

I Percentage 
150%'........ i 

! 30% 

I 20~. 

Skill Code 
ARG 

ARG 

ARG 

Shred Subshred I Literal Translation 
RFE Management Analysis, Records 

Management 
RFT I Management Analysis, Communications 

• Management 
RFA I Management Analysis, Direclives 

Management 

NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION 

30. COMPONENT INFORMATION 
A. STANDARD OCCUPATION CODE (SOC) Ie, NATIONAL GUARD BUREAU C. AIR/ARMY RESERVE TECHNICIAN 

DUAL STATUS NON· DUAL STATUS YES NO 
O. AF SPEC CODEl MIL 
OCCUPATIONAl SPEC 

E. ROLE 
LEAVE BLANK 

F. SPECIALITY G. SCOPE AND IMPACT 
LEAVE BlANK· LEAVE BlANK 

H. ORGANIZATIONAL 
ENVIRONMENT 

I. CAREER FIELDI 
COMMUNITY 

A 

J. RESERVED FOR COMPONENT USE 31. PPP OPTION CODE 

32. SKilLS INFORMATION 

1. Knowledge of the FOIA and other pertinent laws, Executive Orders, and FOIA court decisions and precedents pertaining to information disclosures. 
~ocurlty. privacy and protection of information relaled to the FOIA program. 

~nowledge of DOD FOIA policy and related DOD regulations, directives. and court declsions regarding Ihe FOIA, and to include the requirements sel 
4\I8I'th in Records Disposition Schedules and Informalion Security Program Regulations. Requires abilily 10 interpret these instructions in order 10 create 
andlor revise USTRANSCOM directives. 

3. Knowledge 01 the disclosure provisions 01 the PA, Including Defense Privacy Board Advisory Opinions and current DOD PA policy. 

4. Ability to interpret civil law and court decisions alfecling the FOIA to apply in the creating of Vaughn tndices and writing Declarations in support of 
FOIA litigation filed against the Command. 

5. Current and comprehenSive knOwledge of Command policles, programs and operations with emphasis on the Defense Transportation System (DTS) 
and Ihose programs under the cognizance of USTRANSCOM and its TCCs. 

6. Ability to plan. organize work. meet deadlines. and direct the functions and staff of a small to medium sized organization. 

7. Ability to communicate effectively, both orally and in writing. 

8. Ability to use tact and diplomacy and maintain good working relations. 

9. Knowtedge of safety and security regulations. practices and procedures. 

-
DO FORM 2918, Jul 2006 
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33, CONDTfioNS OF APPOINTMENT/OTHER SIGNIFICANfFACT~r~-··-----·-··· 

'Just tie able to obtain and maintain ;1 TO;) SGCCst di:aranc(: 

A. DOD HE$ERVED 

Human Hosoulces Specialist 
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ORGANIZATION: USTRANSCOMrrCCS-JS 
SUPV LEVEL CODE: 5 
TARGET GRADE: 11 
JOB SHARE: No 
SENSITIVITY: Critical Sensitive 
EMERGENCY ESS: No 
KEY POSITION: No 

SCPD NUMBER: 4331 t 
COMP LEVEL CODE: 564A 
FLSA: Exempt 
CAREER FIELD ID: NA 
BUS: 1036 
DRUG TEST: No 
POSITION HIST: New 

CLASSIFICATION: Executive Staff Officer, GS-301-11 

DUTY TITLE: Assistant Chief. Joint Secretariat 

ORG & FUNC CODE: 
1ST SKILL CODE: 35% ARGRFr Management Analyst, Communications Management 
i-lD SKlLL CODE: 35% AKTDCM Specialist/Analyst, Documentation 
3RD SK.ll.L CODE: 30% IVHRFP Editor, Directives 

DEVELOPED AND CLASSIFIED BY CLASSIFICATION CERTIFICATION: 

SCPD adequately and accurately reflec~ the local work situation to meet classification, s:mng.:d performance management purposes. 

~~o l U +'9 OR d.Odo,2. 
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 organizationa] 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. 

PERFORMANCE PLAN CERTIFICATION: 
.Signature acknowledges receipt. It does not indicate agreement/disagreement. 

(b)(6)



PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION: 

The primary purpose of this position is: To serve as Assistant to first level supervisor of 
TCCS-JS. 

The organizational location of this position is: United Stales Transportation Command, 
Command Group, Office of the Chief of Staff·Joint Secretariat and Information 
Management, Scott AFB It. 

ORGANIZATIONAL GOALS OR OBJECT!VES: 
The organizational goals or objectives of this position are: To assist the Chief in 
providing leadership and guidance to USTRANSCOM and its components on a variety of 
issues, tasks, and correspondence that deal with both technical and administrative 
subjects. Coordinates and consolidates efforts of the USTRANSCOM staff and its 
components resulting from the USTRANSCOM Commander. Deputy Commander, and 
Chiefof Staff requirements and taskings. Assists with staff efforts to accurately and 
efficiently conduct business for the USTRANSCOM staff and its components. 

DUTY 1: 	 Critical 

Plans, organizes, and directs tbe activities of TCCS-JS, ensuring policies and 
procedures comply with legal and regulatory requirements and meet customer 
needs. Participates in the development of goals and objectives that integrate 
organizational objectives. Researches, interprets, analyzes, and applies technical and 
administrative guidelines, policies, regulations, etc. Reviews policies and procedures for 
accomplishment of all 'written correspondence, taskers, records management, 
communication, and information management. Coordinates with other organization 
managers and customers as appropriate. Identifies need for changes in priorities and 
takes action to implement such changes. Works independently and provides advice, 
guidance, and direction on a wide rangf of1echnical and administrative command issues. 
Provides advice to supervisor of significant'issues and problems related to work 
accomplishment. Performs self-inspections and presents comprehensive reports with 
corrective action to supervisor. Reviews policies and procedures as needed, to find ways 
to improve quality, timeliness, and efficiency of work. 

STANDARDS: 

A. 	 Planning. organizing, and directing efforts typically comply with higher headquarters 
guidance and achieve organization and customer needs. 

B. 	 Management of resources normally meets the needs of the staff and customers 
adequately and effectively. , 

C. 	 Methods established to review acti6ns are usually effective and ensure legal and 
regulatory compliance issues and/or customer concerns are promptly identified and 
addressed. 



KSA: 1,2,3,4,5 


DUTY 2: 	 Critical 

Represents USTRANSCOM with a variety of installation and functional area 
organizations. Establishes, develops, and maintains effective working relationships 
with Office of the Secretary of Defense (OSD), Department of Defense (DOD), Air 
Force, Joint Staff, combatant and component commands, other agencies, and 
industries. Meets with key customer and coordinating officials to assess customer 
satisfaction, explain organization policy and procedures. and resolve problems that arise. 
Participates in special projects and initiatives and perfonns special assignments. 
Identifies the need for special projects and initiates milestones and goals. Evaluates 
reports by analyzing facts and perfOlming appropriate research and prepares detailed 
responses. Delernlines appropriate recommendations for unresolved or questionable 
problems and perfonns follow-up. Researches and detennines or recommends 
appropriate actions or interpretation of issues that impact organization, installation, 
command, or agency. 

STANDARDS: 
A. 	 Interactions with internal and external officials and/or customers are usuaJly 

diplomatic, convincing, professional, and promote effective working relationships. 
B. 	 Recommendations are almost always thoroughly researched and analyzed to ensure 

all issues are properly addressed. 
C. 	 Typically ensures participation and outcomes of special projects result in positive 

impact on the org~ization and/or improves quality. 

KSA: 1,2,3,4,5 

DUTY 3: 	 Critical 

As assistant to the Joint Secretariat, manages tasks and responds to taskings of the 
Command and its components and c~sures the policies of tbe Commander, Deputy 
Commander, and Chief of Staff arc tarried out. Uses a high degree of tact and 
diplomacy when working with high ranking management officials on assigned taskings. 
Responds to short-notice requests to assist in assigning special duties or projects. 
Responds to taskings related to a variety of complex issues and programs including the 
requirement for short-notice products concerning issues such as transportation. logistics, 
budget, resources, infonnation systems, etc. Assists in the development and 
interpretation of policies for assigned programs by conducting background research and 
developing apparent options. Reviews talking papers, program fact papers, staff 
summary sheets, packages, etc., as required. Directs the development and 
implementation of internal and external controls and perfonnance measures for all 
programs for which responsible. Determines trends and patterns and identifies concepts, 
methods, and techniques having possible impact on levels of application. 



STANDARDS: 

A. 	 Almost always ensures effective, proactive approach in independently accomplishing 
assignments. 

B. 	 Normally tasks are performed on time or rescheduled prior to becoming delinquent. 
C. 	 Normally is effective in presenting and resolving issues, program considerations, and 

technical interests to high ranking officials, managers, supervisors, and employees 
both internal and external to the command. 

KSA: 1, 2, 3, 4, 5 

DUTY 4: 	 Critical 

Responsible for the development or develops and prepares comprehensive responses 
for all assigned program inquiries, i.e., congressional, OSD, DOD, Joint Staff, 
combatant and component commands, other agencies, private sector, etc. Plans and 
executes a variety of projects and assignments essential to USTRANSCOM and as 
directed by the Commander, Deputy Commander, and Chief of Staff. Appropriately 
assists the supervisor with tasking concerned organizations for data and draft responses to 
inquiries. High.lights critical elements of each inquiry, ensuring the most important items 
are addressed. Secures comprehensive coordination of all responses. Prepares or directs 
the preparation of papers, reports, corrtispondence, etc. Represents the Commander, 
Deputy Commander, or Chief of Staff at meetings concerning command plans, 
interpretation of policies, special events, and projects. Participates in discussions with 
high-ranking military officers and civilians to explain the command's position. 

STANDARDS: 
A. 	 Actively and effectively articulates the command position as appropriate and 

participates in the resolution of issues. 
B. 	 Almost always identifies the need for and initiates special projects and studies. 
C. 	 Ensures final product meets stated Qbjectives, addresses pertinent issues, and reflects 

an understanding of the impact of the project andlor final product. 

KSA: 1,2,3,4,5 

DUTY 5: 	 Critical 

Responsible for policy, procedure, content, quality, and editing of all 
VSTRANSCOM correspondence submitted to the Command Section. Researches, 
solicits and selects material and information to be reviewed and/or signed by the 
USTRANSCOM Commander, Deputy Commander, and Chief of Staff. Assigns and 
monitors deadlines, tasks and requirements for USTRANSCOM and its components. 
Obtains written and oral guidance conc~rning relevance of subject matter. Prepares, 
edits, and coordinates correspondence and ensures technical and administrative accuracy 
through personal knowledge and use of policies, procedures, and guidelines. Consults 
with command section, directorates, and component commands concerning major 
changes. Resolves disagreements concerning technical and literary merit of material. 
Suggests ways, means, and techniques to authors to improve material. 

• j 



STANDARDS: 
A. 	 Consistently researches and verities accuracy, currency, and completeness of 

information of correspondence, reports, etc. 
B. 	 Effectively exercises diplomacy in providing guidance to high level ofiicials. 

managers, supervisors, and project officers. 
C. 	 Effectively consults with authors on major changes to correspondence, reports, etc. 

KSA: 1,2,3,4,5 

DUTY 6: 	 Critical 

Participates and oversees special projects on communications, information 
management, resource management, etc., issues. Develops plans, policies, and 
procedures/guidelines. Performs unique USTRANSCOM-directed projects. 
Conducts studies of current or projected programs. 
Analyzes and evaluates functional areas' projects. Defines and implements 
improvements and accommodates management needs. Monitors compliance and takes 
action to correct deficiencies as necessary. Develops the best methods of obtaining and 
presenting USTRANSCOM position and to improve effectiveness. Investigates and 
analyzes a wide variety of unusual problems. Studies, analyzes and seeks to improve 
productivity, effectiveness and efficiency in program operations andlor administrative 
support activities. Analyzes the affects on plans, goals, and effectiveness of missions and 
programs that may have a major impact. Develops options, recommendations, and 
conclusions and gives appropriate weight to uncertainties about the data and other 
variables. Keeps the Commander, Deputy Commander, and Chief of Staff adequately 
infonned on status of important command issues. Provides management accurate 
historical, fiscal, and staffing data or trend analyses to persuasively defend functional 
area projects and programs. 

STANDARDS: 
A. 	Typically develops the administrative procedures, supporting policies, and training 

needs for assigned projects. 
B. 	 Routinely ensures office procedures meet ~ommand needs and are consistently 


understood. 

C. 	 Normally coordinates work flow and taskings within the Command, component 


commands, other agencies, etc., as peeded,. 


KSA: 1,2,3,4,5 

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): 
I. 	 Knowledge of the USTRANSCOM missions, objectives, and procedures and how 

those interrelate with other program areas in order to assign/monitor taskings within 
the Command, component commands, etc. 



2. 	 Knowledge of a wide range of communication, to include processes, procedures, and 
. regulations governing style, fonnat and grammar appropriate for military, executive 

level communication. 
3. 	 Knowledge of research methods as well as ability to analyze material and write 

briefly, accurately, and clearly. 
4. Sldll in gaining cooperation from qthers using tact, courtesy, and diplomacy. 
5. 	 Ability to communicate effectively, both orally and in writing. 

CLASSIFICATION CRITERIA 

Factor 1. Knowledge Required By the Position Level 1-7 1250 Points 

Knowledge and skill in applying/adapting analytical and evaluative methods and 
techniques to issues or studies concerning the efficiency and effectiveness of program 
operations. 

Knowledge of pertinent laws. regulations. policies, and precedents which affect the usc of 
program and related support resources in the areas of responsibility. 

Extensive knowledge of the concepts, principles, and techniques to establish, implement, 
and support USTRANSCOM and its cQmponents. 

Skill in establishing and maintaining effective working relationships with groups 
interested in or affected by assigned prQgrams or policies. 

Knowledge of the major issues, program goals and objectives, work processes and 
administrative operations of functional area projects. 

Knowledge and skill sufficient to speak to a variety of individuals and groups in 
explaining the program, and its objectives, and policies; and to obtain the cooperation of 
others. 

Skill in preparing project papers, staff reports, and correspondence. 

Factor 2, Supervisory Controls 	 Level 2·4 450 points 

The supervisor detemlines the objectives and establishes the resources for the function. 
The employee independently plans and carries out the work on own initiative, developing 
working relationships with others, and analyzing feedback about the program and its 
activities. The employee infonns the supervisor of potentially controversial problems or 
those with widespread impact. Work is ~eviewed in tenns of effectiveness in achieving 
intended objectives. 



Factor 3, Guidelines Level 3-3 275 points 

Guidelines exist in the form of 000, Joint Staff, and USTRANSCOM regulations and 
policies. Guidelines are usually broad in scope and require the employee to develop 
specific applications and objectives. Guidelines apply directly to some aspects of the 
problems encountered, but most assignments involve unique facts or aspects for which no 
clear cut precedents are appropriate or guidelines are so broad that various interpretations 
are possible. The employee uses judgment in applying guidelines and making 
interpretations regarding sensitive situations involving high-level persOImel. 

Factor 4, Complexity Level 4-4 225 points 

Assignments involving assisting in the design and operations of programs which provides 
maximum interaction with high-level military and civilian personnel; establishing and 
maintaining effective working relationships with a variety of individuals and groups; and 
developing program recommendations from an analysis of feedback provided by those 
directly involved w:ith or affected by the programs. Decisions regarding what needs to 
be done depend upon analysis of the project, its purpose, and the most effective method 
of communication. The work involves gathering information, identifying and analyzing 
issues, and developing recommendations to resolve conventional problems. The work 
requires using a variety of oral and written communication methods and techniques with 
varying levels of understanding and acceptance of the programs. 

Factor 5, Scope and Effect Level 5-4 225 points 

The purpose of the work involves esta~lishing criteria to measure and/or predict the 
attainment of program or organizationa'l goals and objectives, promulgating program 
guidance for application across organizational lines or in varied geographic locations, 
and/or evaluation of program effectiveness. The work contributes to the improvement of 
productivity, effectiveness, and efficiency in program operations and/or administrative 
support activities at different echelons and/or geographical locatioqs within the 
organization; and affects the plans, goals, and effectiveness of missions and programs at 
these various echelons or locations. 

Factor 617, Personal Contacts and Purpose of Contacts Level 6-3,7-c 180 Points 

The employee has frequent contacts with all levels of management, including General 
Officers and Senior Executive Services (SES) members, located at USRANSCOM, the 
component commands, Air Force, Joint Staff, other agencies and industry. The purpose 
of the contacts is to influence managers or other officials to accept and implement 
findings and recommendations and meet the needs of the interested parties. The 
employee is required to articulate the command position as appropriate on issues and 
participate in the resolution of issues. 

Factor 8, Physical Demands Level 8-1 5 points 
," 



The work is primarily sedentary. Occasionally the employee may be required to carry 
light objects such as files, books and papers. No special physical qualifications are 
required. 

Factor 9, Work Environment 	 Level 9-1 5 points 

The work is performed in an office setting and is adequately lighted, heated, and 
ventilated. 

Other significant facts pertaining to this position area: 

I. 	 Work may occasionally require travel away from the normal duty station on military or commercial 
aircraft. 

2. 	 Incumbent must be able to obtain and main'lain a Top Secret clearance. 
3. 	 May be required to work short nOlice overtime or on weekends. 

CLASSIFICATION SUMMARY: 

CLASSIFICATION STANDARD(S) USED: US OPM PCS for Miscellaneous Administration and 
Program Series. GS-30 I, TS-343. Jan 79: lis OPM PCS for Management and Program Analyst, GS-343. 
August 1990 (TS-98): and the Administrative Analysis Grade Evaluation Guide. TS-98. Aug 90. 

GS-l1 Point Range: 2355 - 2750 
Total Points: 2615 
Grade: GS-301-11 



• 


• 


• 




--------------------------------------------------------------------------

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD) 

ORGANIZATION: USTRANSCOMJTCCS-P SCPD NUMBER: 989S095 
SUPV LEVEL CODE: 1 COMP LEVEL CODE: .&69-:A:
TARGET GRADE: ,~ \.IQ,··o 2. FLSA: Exempt 
JOB SHARE: No CAREER PROG ID: None 

BUS: 8888 ___\~V'SENSITIVITY: Critical Sensitive 
EMERGENCY ESS: No DRUG TEST: No 
KEY POSITION: • No POSITION HIST: Replaces Military Lt Colonel 

DUTY TITLE: Chief of Command Protocol 10'-.::> 

ORG & FUNC CODE: 
1ST SKILL CODE: 100% AKM ALT Officer/AdministratorlProtocol 
2ND SKILL CODE: % 
3RD SKILL CODE: % 

SCPO DEVELOPED AND CLASSIFIED BY: HQ AFPCIDPCMC, 5110/00 

CLASSIFICATION CERTIFICATION: SCPD adequately and accurately reflects the local work situation to meet 
class' ation, staffing, a d performance management purposes. 

CLASSIFIER'S SIGNATURE 

SUPERVISOR'S CERTIFICATION: t\{;ertify 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 
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STANDARD CORE PERSONNEL DOCUMENT Number: 9S 

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION: 

The primary purpose of this position is: To serve as the Chief of USTRANSCOM Protocol. Plans, manages and 
executes the command protocol program to include ceremonies, conferences, briefings, official and social functions, 
and high-level foreign and domestic visits. The incumbent works directly for the USTRANSCOM Chief of Staff. In 
addition to supporting the Commander (4-star general officer) the incumbent will provide support to the Vice 
Commander, Chief of Staff, J-Staff Directors, and USTRANSCOM Components as' needed. As a Combatant 
Command, USTRANSCOM hosts worldwide meetings attended by all organizations in the Department of Defense 
and their most senior leaders, as well as senior industry leaders. An efficient, functional and high-quality protocol 
office is a crucial element to ensuring these conferences are successfully hosted. This is a high-profile management 
challenge that demands the utmost in leadership, supervisory and organizational skill. The incumbent establishes 
major policies, develops programs and directs subordinates. The incumbent has full responsibility for directing, 
supervising, and administering the wide array of command protocol programs. 

The organizational location of this position is: Headquarters United States Transportation Command, Protocol 
Office, Scott Air Force Base, Illinois. 

ORGANlZATIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of this position are: Headquarters Command Support Group directly 
supports Commander, Deputy Commander and Chief of Staff, U.S. Transportation Command, in fulfilling their 
global duties as a combatant command. Selectively assigned officers assist command section flag officers in 
effectively executing daily activities. Paramount are critical issues affecting distribution and transportation 
operations in support of national objectives. 

DUTY 1: Critical 

Plans, organizes, and directs the activities of the USTRANSCOM Protocol Office (TCCS-P), ensuring that 
TCCS-P complies with legal and regulatory requirements and meets customer needs. Develops goals and 
objectives that integrate organization and protocol objectives. Researches, interprets, analyzes and applies all 
protocol guidelines and policies. Establishes policies and procedures for accomplishment of the protocol mission. 
Plans and schedules work in a manner that promotes a smooth flow and even distribution. Coordinates plans and 
schedules with other organization managers and customers as appropriate. Identifies need for changes in priorities 
and takes action to implement such changes. Plans work to be accomplished by subordinates. sets and adjusts 
short-term priorities. and prepares schedules. Assigns work to subordinate employees based on organization 
priorities and consideration ofdifficulty and requirements ofassignments sllch that the experience, training. and 
abilities ofstaffare effectively utilized to meet organization and customer needs. Balances workload and 
provides advice. guidance, and direction on a wide range of protocol and administrative issues. Structures 
assignments to create effective and economical positions. Coordinates with other organization managers and 
customers as appropriate. Reviews organization mission, functions, and manning. Identifies requirements and 
initiates requests for additional resources including personnel, overtime, equipment, supplies, and space to ensure 
success in meeting goals and objectives. Provides advice to supervisor of significant issues and problems related to 
work accomplishment. Establishes metrics and analysis systems to ensure actions are timely and reviewed at critical 
points. Accepts, amends, or rejects work presented by subordinates. Performs self-inspection and presents detailed 
and comprehensive report with any corrective action taken to supervisor. Follows-up to ensure complete and quality 
resolution of discrepancies. Assesses and revises policies and procedures as needed to find ways to improve quality, 
timeliness, and efficiency of work. 

STANDARDS: 

A. Planning, organizing, and directing efforts typically comply with DoD guidance and achieve organization and 

customer needs. 


B. Management of resources normally meets the needs of the staff and customers adequately and effectively. 


C. Methods established to review actions are usually effective and ensure legal and regulatory compliance issues 

and/or customer concerns are promptly identified and addressed. 
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· . STANDARD CORE PERSONNEL DOCUMENT Number: 9S 

KSA: 1,2,3,4 

DUTY 2: Critical 

Exercises supervisory personnel management responsibilities. Advises and provides counsel to employees 
regarding policies, procedures, and directives of management. Selects or recommends selection ofcandidates for 
vacancies, promotions, details, and reassignments in consideration ofskills 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 consistencv and equitv 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 directives for employees with access to 
classified or sensitive material. 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. Explains classification determinations to 
subordinate employees. 

STANDARDS: 

A. Personnel management initiated are typically prompt, accurate, and well considered in terms of mission, legal, 
regulatory, and EEO objectives. 

B. Consistently observes and complies with health, safety, and security directives. 

C. Ordinarily recognizes and arranges for training of subordinates in a timely manner. 

KSA: 1,2,3,4 

DUTY 3: Critical 

Represents HQs USTRANSCOM with a variety of installation and functional area organizations. Establishes. 
develops, and maintains effective working relationships with Joint Staff and DoD representatives and greets high
ranking dignitaries upon their arrival. Interfaces with high ranking dignitaries within the Joint Staff, DoD and other 
government agencies, foreign embassies, state and local organizations, government, etc. Meets with key customers 
and coordinating officials to assess customer satisfaction, explains organizational policy and procedures, and 
resolves problems that arise. Provides or ensures that subordinates provide customer guidance and training. 
Participates in special projects and initiatives and performs special assignments. Identities the need for special 
projects and initiates milestones and goals. Evaluates reports by analyzing facts and performing appropriate research 
and prepares detailed responses. Determines appropriate recommendations for unresolved or questionable problems 
and performs follow-up. Researches and determines or recommends appropriate actions or interpretation of issues 
that impact' organization, installation, command, or agency. . 

STANDARDS: 

A. Interactions with internal and external officials and/or customers are usually diplomatic, convincing, professional, 
and promote effective working relationships. 
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STANDARD CORE PERSONNEL DOCUMENT Number: 9S 

B. Recommendations are almost always thoroughly researched and analyzed to ensure all issues are properly 
addressed. 

C. Typically ensures participation and outcomes of special projects result in positive impact on the organization 
and/or improves quality. 

KSA: 1,4 

DUTY 4: Critical 

Develops and implements protocol policy and procedural guidance in support of Headquarters 
USTRANSCOM Commander, Deputy Commander, and Chief of Staff. Coordinates and consolidates initiatives, 
plans, and actions of headquarters' elements into an integrated protocol program. Controls and monitors the 
assignment of protocol functions/visits to six assigned project officers. Instructs project officers on procedures for 
social events, conferences, meetings, briefings, visits, ceremonies, invitations, seating, programs and other associated 
protocol functions. 

STANDARDS: 

A. With rare exception, effectively plans and executes the protocol program. 
B. Routinely provides effective advice and assistance to all parties, including wing units, and accurately implements 
higher headquarters protocol regulations and policies. 
C. Effectively reviews deployment requirements for protocol personnel and systematically identifies qualified 
officers to fill the tasked requirements. 

KSA: All 

DUTY 5: Critical 

Serves as the senior protocol advisor to the USTRANSCOM Commander. Advises the Commander on the 
impact of protocol issues and problems. Plans, designs, and implements specific and special protocol guidance based 
on desired goals. Interfaces and coordinates with senior government officials. Interprets and implements 
USTRANSCOM, Joint Staff, Department of Defense and diplomatic protocol policies. Directs the implementation of 
officially sanctioned visits to the command through direct contact with the protocol offices of the Joint Staff, 
Department of Defense, foreign embassies, state, and local organizations. 

STANDARDS: 

A. With rare exception, effectively briefs the commander and staff regarding policies, procedures, and plans 
pertaining to distinguished visitors and on all matters/special projects within the sphere of protocol activity. 
B. Routinely acts and responds to visit requests in a timely, courteous, and helpful manner. 

KSA: All 

DUTY 6: Critical 


Plans, arranges, and coordinates many of the myriad of details associated with the large number of 

distinguished American and foreign visitors to the Command. Plans and oversees visit agendas, itineraries, 

conferences, ceremonies, briefings, tours, official functions, support activities, and amenities for numerous 

distinguished visitors. Personally performs or arranges for others to meet and greet high-ranking dignitaries upon 

their arrival. Interfaces with the 10int Staff, Department of Defense and other government agencies, and foreign 

embassies in the planning and execution to ensure that all areas have been considered. Assures that arrangements and 

details are tailored to each particular protocol event, considering the visitor's country, position, culture, and 

diplomatic code. Ensures that topics covered relate to the purpose of the visit and that follow-up actions are taken. 

Meets and escorts distinguished visitors on behalf of the command section. Accompanies guests through various 

phases of their visits, ensuring they are accorded all appropriate honors and courtesies. 


STANDARDS: 
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A. With rare exception, protocol details are flawlessly planned and carried out with sound judgment, discretion, tact, 
diplomacy and poise. 
B. Promptly and effectively ensures protocol details concerning base operations, security, tours, activities, briefings, 
baggage, billeting, dining arrangements, transportation, receptions, luncheons, formal dinners, entertainment, 
amenities, mementos, and other services are appropriately accorded to distinguished visitors. 
C. Routinely monitors all aspects of visits through frequent contact with escorts and project officers. 

KSA: All 

DUTY 7: Critical 

Maintains custodial control of the Commander's Official Representation Funds (ORF) and Special Morale 
and Welfare Funds (SM&W). Manages a yearly budget of approximately $20K of ORF and SM&W funds and 
determines the budget for annual and projected events and visits. Accounts for SM&W funds for Headquarters 
USTRANSCOM. Researches and advises on proper expenditures, ensuring compliance with Joint Staff and 
Department of Defense directives. Serves as TCCS-P's resource manager for O&M and SM&W funds. 

STANDARDS: 

A. In most cases, accurately advises the Commander, Deputy Commander, Chief of Staff and US TRANS COM 
Directors on the appropriateness and legality of spending critical funding for special events, entertainment, and 
mementos supporting distinguished visitors. 
B. Routinely monitors the administration of funds accurately, ensuring compliance with policy objectives of the 
United States. 

KSA: All 

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): 

1. Extensive knowledge of the concepts, principles and practices of protocol, military ceremonies, and military 

traditions, both national and internationaL 


. 2. Knowledge of safety and security regulations, practices, and procedures. 

3. Ability to plan, organize, and direct the functions and staff of a small to medium sized organization. 

4. Knowledge of communication techniques, principles, and regulations to communicate effectively, both orally and 
in writing, in responding to work related problems and questions. 

5. Ability to directly supervise and provide supervisory guidance to both military and civilian personnel. 

6. Knowledge of standard organizational budget procedures. 

7. Skill in working with people to maintain effective working relationships with groups interested in or affected by 

ceremonial and protocol programs and policies and skill in working with high level military and civilian officials. 


SUPERVISORY CONTROLS: 

The employee serves as the Chief of USTRANS COM Protocol. Work assignments are outlined in the forms of broad 

objectives and priorities to be achieved, and based on requirements leveled by the Commander, Deputy Commander 

and Chief of Staff, USTRANSCOM. 


The employee independently plans, organizes, and executes the protocol mission, coordinating efforts with program 

specialists, headquarters staff, and project officers in conduction of all stages of the project. This frequently involves 

the definitive interpretation of regulations and study procedures, and the initial application of new methods. The 

employee informs the supervisor of potentially controversial findings, issues, or problems with widespread impact. 

The incumbent is responsible for independently assigning, planning and/or carrying out assignments, resolving 
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STANDARD CORE PERSONNEL DOCUMENT Number: 9S 

problems, coordinating work with others, interpreting policy in terms of established objectives, determining the 
approach to be taken based on precedence, research and policy programming solutions. 

Reviews completed projects, evaluations, reports, or recommendations for compatibility with organizational goals, 
guidelines, and effectiveness in achieving intended objectives. Completed work is reviewed outside the employee's 
immediate office by staff and project officers whose programs and employees would be affected by implementation of 
the recommendations. Reviews recommendations concerning broad organizational implications with closer regard. 

CLASSIFICATION CRITERIA: 

Factor 1, Program Scope and Effect Level 1-3 550 Points 

-- Scope: 

The work contributes to the prestige with which HQ USTRANSCOM presents itself to local, national, and 
international persons and organizations. 

-- Effect: 

Directs administrative services which support and directly affect Headquarters USTRANSCOM. 

Factor 2, Organizational Setting Level 2-3 350 Points 

The employee is directly accountable to the Chief of Staff, USTRANSCOM (a 2-star general officer). 

Factor 3, Supervisory and Managerial Authority Exercised Level3-2c 450 Points 

The incumbent plans and schedules work to be accomplished by subordinates, sets and adjusts short-term priorities; 
assigns work in consideration of employee skills and mission requirements; develops performance standards and 
rates subordinates' performance; advises employees on work and administrative matters; implements methods and 
procedures to improve organizational performance; and identifies and provides for employee training and 
development. The employee also recommends selection of candidates for positions; recommends position structure 
changes; takes disciplinary actions and hears and resolves formal employee complaints and grievances as delegated 
by higher level management; and assesses and revises policies and, procedures as needed to find ways to improve 
quality, timeliness. and efficiency of work. In addition to assigning and reviewing work, assuring accuracy 
requirements are met, and approving leave, the position must perform at least 3 of the 4 duties underlined in duty 
paragraphs I and 2, and a total of at least 6 of the 10 duties in bold italics. 

This position is responsible for all (1-10). 

Factor 4, Personal Contacts 

Subfactor 4A· Nature of Contacts Level4A-3 75 Points 

Personal contacts include national leadership, legislators, Joint Staff, Combatant Command Staffs. community civic 
leaders. local Wing leadership, and field personnel at all echelons from all services and departments. The incumbent 
has frequent contact with flag officers, military and civilian, throughout USTRANSCOM and the Joint Staff. 
Recurring contacts include distinguished foreign military and civilian dignitaries. Contacts include those that take 
place in meetings and conferences and unplanned contacts for which the employee is designated as a contact point by 
higher management. They often require extensive preparation of briefing materials or up to date technical familiarity 
with complex subject matter. 

Subfactor 4B- Purpose of Contacts Level4B-2 15 Points 

Purpose of the contacts is to coordinate general officer administrative support, ceremonial or protocol activities or 
plans. Contacts may also be for the purpose of presenting analysis and recommendations. 

Factor 5, Difficulty of Typical Work Directed Level 5-6 800 Points 
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·. ' STANDARD CORE PERSONNEL DOCUMENT Number: 9S 

The position is responsible for providing direction and supervision over work at the OS-ll 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. 

Factor 6, Other Conditions Level 6-3 975 Points 

The work supervised or overseen involves protocol work that is interpretative, judgmental and creative. Such work 
places significant demands on the supervisor to resolve conflicts and maintain compatibility of interpretation, 
judgment, logic and policy application, which can reflect negatively on the command if not applied appropriately due 
to the sensitivity of the position. Because the basic facts, types of visits, events, meetings, etc., information, and 
circumstances may vary substantially; guidelines are incomplete or do not readily yield identical results; or 
differences in judgments, recommendations, interpretations, or decisions can have consequences or impact on the 
work of other subordinates. Such work also may be accomplished by a team, each member of which contributes a 
portion of the analyses, facts, information, proposed actions, or recommendations, which are then integrated by the 
supervisor. 

Special Situations: Describe here what special situations andior conditions that, apply to this supervisory situation. 
Identify "None" if no special situations andior conditions exist. None. 

Other significant facts pertaining to this position are: 

1. Must have or be able to maintain a secret clearance. 
2. Work may occasionally require travel away from the normal duty station on military or commercial aircraft. 
3. Required to work other than normal duty hours, which includes evenings, weekends, and/or holidays. 
4. Performs 24-hour on call duties as Ceremonies and Protocol representative. 

CLASSIFICATION SUMMARY: 1-3,2-3, 3·2c, 4A·3, 4B-2, 5.6, 6·3. 

CLASSIFICATION STANDARD(S) USED: US OPMPCS for General Schedule Supervisory Ouide, TS-123, 
April 1993, revised in April 1998; and DOD Supplementary Guide to the OSSG, June 1993 (HRCD-7, July 1999). 
US OPM Miscellaneous Administration and Program Series OS-301, TS-34, dated Jan 79, US OPM Public Affairs 
Series, OS-1035, TS-53, July 1981, Administrative Analysis Orade-Evaluation Guide, TS-98, dated Aug 90. 

GS-13 Point Range: 3155-3600 
Total Points: 3275 
Grade: OS-13 

CLASSIFICATION REMARKS: This is a TEMPLATE to be used for GS Supervisory positions at the first level. 
CPCN must start with 9S (remaining 3 digits are to be assigned locally). 

NOTE(S) TO USERS: The above duties and responsibilities meet Factor Level 3-2c of the General Schedule 
Supervisory Ouide (GSSG). In order to meet the full intent of evaluation at Factor Level 3-2c of the guide. the 
position must contain the following: In addition to assigning and reviewing work, assuring accuracy requirements 
are met. and approving leave, the position must describe at least 3 of the 4 duties underlined and a total of at 
least 6 of the 10 duties in bold italics. The remaining duties may be modified as necessary to accurately describe 
the duties and responsibilities of the position. However, care should be exercised to ensure that the modification 
does not diminish the role of the position or result in unrealistic assignment of supervisory and managerial 
responsibilities in the organization. As always, minor changes, including skill code shreds, may be made to fit local 
requirements, using the existing SCPD (9S) number. as long as the modifications do not impact the classification or 
the recruiting factors of the position. The duties in the template include more than that required to meet the criteria 
in Level 3-2c (contains all 10 elements of criteria rather than only 6). The duties represent what is believed to be 
typical of first level supervisory positions in the Air Force. If less than the duties depicted are assigned, care should 
be exercised to ensure the position represents the most effective use of resources. If personally performed technical 
duties form the basis for classification of the position rather than supervisory duties, this template should not be used. 

AFPC Free Flow Format 
File Name C:       
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NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION 

POSITION AND HIRING INFORMATION 

. POSITION NUMBER 2. POSITION TITLE 3. OCCUPATIONAL CODE 

543144 BRAe and Transformation Program Manager 0301 
4. ORGANIZATIONAL TITLE 5. CAREER 6. PAY 7. PAY 8. TARGET 9. OPM FUNCTIONAL 

GROUP SCHEDULE BAND PAY BAND CODE 

Standard YA 02 NA 

10. DRUG TEST 11. BUS CODE 12. FAIR LABOR STANDARDS ACT 13. DOD SUPERVISORY 
88885 USC STATUS & AF SL 

YES X NO 7112(b)(1) - N _x_ E 5 CFR 551.206 5 
14. KE Y 15. MOBILIZATION INDICATOR 16. ENVIRONMENTAUHAZARD 17. CERTIFICATION REQUIRED 

ESSENTIAL C - Position required in DIFFERENTIAL - YES _x_ NO 

NA peacetime and upon No 
mobilization. 

liVE EDUCATION REQUIREMENTS 19. LANGUAGE REQUIRED 20. LANGUAGE IDENTIFIER 

- YES_X_ NO _YES NO 

N/A 

21. FINANCIAL STATEMENTS REQUIRED 22. POS ~~_ IDENTIFIER 24. LAUTENBERG/SMITH 
AMENDMENT 

- YES _X_NO Critical-Sensitive YES X NO 
25. DUTIES 

Provides advice and assistance to the Transformation Task Force (TTF) Director on a wide variety of issues. 
USing a full range of leadership and project management skills. runs the facility working groups and works with 
AMC and SDDC to meet Temporary and Permanent Facility completion dates. Facilitates and leads 
Component teams. addressing several projects simultaneously. and briefs senior officers and executives. 
Manages the Transformation Task Force processes. chairs the Annex Managers meetings. and provides 
'pdates to senior leadership. Provides expertise and leadership to integrate emerging space/facility. 
ommunication, IT. and force protection requirements inlo USTRANSCOM by prioritizing and working with 

AMC/A7 and 375 Air Wing on planning, design, and construction of temporary and permanent BRAG and other 
facilities supporting Transformation. Interfaces with USTRANSCOM customers and interprets their 
requirements to ensure facility configurations support proper operational capability. Formulates and executes 
facility engineering budget to ensure that BRAC and transformation milestones are achieved. Performs 
analysis of functional, financial. and technical aspects of IT communications, security, and infrastructure 
requirements. Identifies requirements with customers for projects to upgrade the IT/Comm as part of the 
construction project. Works with TCJ6 to improve IT/Comm infrastructures in USTRANSCOM facilities. Lead 
for resolving IT/Comm issues in the SDDC temporary facility. the new MILCON project, and any other major 
BRAC or Transformation projects for USTRANSCOM. Conducts analyses of existing systems. infrastructure 
and components to determine comprehensive installation business requirements and opportunities for new 
and/or enhanced information technology and facilities enhancements. Conducts organizational research and 
analytical studies to determine specific requirements and develop specifications. 

26. POSITION'S ORGANIZATION 
USTRANSCOM-TCCS-FM 

27. POSITION OCCUPIED 28. a. DUTY STATION (City - County - State Or Overseas Location) 

Competitive Scott Air Force Base, IL St. Clair 
b. GEOGRAPHICAL LOCATION CODe 

177865163 

DD FORM 2918. Jul 2006 
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29. Core Competencies 

Air Force Skill Codes: 

Percentage Skill Code -Shred ~ubsl1red Literal Translation 
50% APM PLH ~oll1puler SpecialistlPlans and 

Requirements 
50% DXN STJ General Facllitle!; & Fnllinll'"t'ilities 

NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION 
i 
; 30. COMPONENT INFORMATION 

--_.... _---

iA STANDARD OCCUPATION CODE (SOC) --T B. NATIONAL GUARD BUREP.U C. !,IfVART\W RESERVE TECHNICIAN II DUAL STATUS NON·DUAL STATUS YES NO I 
D. AF SPEC CODEI MIL E. HOLE F:SPECiAUTY I G.SCOPEAND II'APACT 

IOCCUPATIONAL SPEC LEAVE BLANK LEAVE BLANK ILEAVE BLANK 

Ii I 
H. ORGANIZATIONAL L CAREER FIELDI I J. RESERVED FOR Cm.IPONENT USE 31, PPP OPTION CODE 

ENVIRONMENT COM"IUNITY 

IUSTRANSCOM E - Cornm and !nfo 
32, SKilLS INFORMATION 
1. COmprehensive knowledge of. and skill in applying government pOlicies, directives, and other regulatory memorandum 
concerning program management. utilization, acquisition, technological advance, and standardization of Force Protection, 
C4S and Facilities Engineering principles, concepts, methods, standards, practices, and processes. 
2. Comprehensive knowledge of governing facility management regulations and standards. 
3, Extensive knowledge of Strategic Planning processes and techniques, 
1. Broad knowledge of and skill in applying infrastructure system acquisition regulations, policies, guidelines. practices 
lmd procedures, 
5. Professional skill and ability to communicate effectively, both orally and in writing complex tecl1nical issues and 
statements prepared for senior military. government, and civilian officials. 
6. Skill and ability to present technical briefings, chair meetings, and prepare reports. 
7. Ability to apply extensive knowledge of current infrastructure and communications/security methods, practices and 
procedures, Stays current of technological advancements in an ever-changing environment. 
8, Ability to plan, organize, prioritize, and delegate daily workload to meet changing deadlines and rapidly changing 
circumstance, 

33. CONDITIONS OF APPOINTMENT/OTHER SIGNIFICANT FACTS 
1. Incumbent may be required to lravel by regularly scheduled passenger. military, or commercial aircraft in the performance of 
temporary duty aSSignments. 
2, The employee must obtain and maintain a Top Secret security clearance. 

I 3, This position may require the employee 10 work other than normal duty hours, which may include overtime, 

34. OTHER REQUIREMENTS IB DOD RESERVED C. DOD RESERVED D. DOD RESERVED E. cor...\PONENT USE 

A. DOD RESERVED 

l 
35. AUTHORIZED MANAGEMENT OFFICIAL 
a. SIGNATURE b. TITLE D. DATE (YYYY1MMIDD) 

i-lUJAM<- p.Udtb Oe.f'-"t+<-j Arecfor 
. I6I2AC -rrCV"for~i cY) 

a.oo/II dial 
~~: CLASSIFICATlQN .e.PPROVED BY "'TQ$'{L Force I 

a. SIGNATURE b. TITLE b. DATE (YYYYIMMIDD) 

..."1 .,j, HR Specialist (Classifica!ion/Slaffing) ->100 7 .(/:'-r/ ' Ji:4L~'-- / 
/;< /;~.,;-0) -1 

DD FORM 2918, Jul2006 
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, 
I\JATIONAL SECURITY PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION 

~ - ---
POSITION AND HIRING INFORMATION 

I 1. PosmON NUMBER 12. POSITION TITLE i 3. 
OCCUPATiONAL CODE 

I 9S N1201 Managemenl Analyst 0343 
f 4. ORGANIZATIONAL TITLE ~. CAREER 6. PAY 7. Pf,Y 8. TARGET \/. aPM FUNCTIONAl. 
i GROUP SCHEDULE BAND PAY BAND CODE 
\ TRAC2ES Functional Proglanl Manpgilf SC YA 02 02 N/A 

. 10. DRUG TEST /11. BUS CODE 12. FAIR LABOR STANDARDS ACT 113. DOD SUPERVISORY 
I_yES L NO 8B88-5USC CH STATUS & AF SL 
I 7117.(DJt2) N X :e 5 CFR 55 1.206 DoD·B/AF-ll 

14. KEYfEMERGENCY 15. MOBILIZAT10N INDICATOR 116. ENVIRONMENTAL/HAZARD 1'17. CERTIFICATION REQUIRED 
eSSENTIAL C - Position required in . DIFFERENTlAL _ YES -L NO 

N/A mobilization and peacetime No 

16. POSlTlVE EDUCflTIDI, REQUIREMENTS 119. LANGUAGE REQUIRED 120. LANGUAGE IDENTIFIER 
_ YES~_NO _YES-K.NO NfA 

21. FINANCIAL STATEMENTS REQUIRED 122. POSITIONSENSmVITY 23. PAY POOL IDENTIFIER 24. LAUTENBERGISMITH 
Critical Sensitive AMENDMENT 

...LYES  NO _ YES _x_ NO 

25. DUTIES: SelVes as TRAC2ES Functional Program Manager and subject matter expert (SMElfor heAllhcare Information 
management ilnd informallon technology fa,the Command Surgeon and Command, Control, Communications, and Computer Systems 
(C4S) Dfroctorreporting direclly t(l the Deputy Command Surgeon. Develop reQuiroments for the TmnsportBlion Oommand Regulating 
And Command/Control Evacuation System (TRAC2ES,. Collaoorateinter;mency. interdepartmental Bnd across all geogrephic clOd 
functional COCOMS to Identify end ~'et potential new requlrements.to support global pallent movement hsalthears syalem!1. Manages 
the TRAC2ES functional change process. Administers and menages the global TRAC2ES accounta. Maintains liaison with internal 
USTRANSCOM ilnd external org,lnlzaUons \0 anticipate Ihsfuture direction of transportation and health IT systems, acquisition policies. 
and regulatory raquirenients. Coordinales activitiesancl.schedulss with in!ernai,as well as, external organizations, suppliers, and 
customers. Repre!;ents USTRANSCOM In dealings will:! allied nations on a bi-Iateral, multi-lateral ond securlty organization basis, 
Including America, Brltaln, Canada, Australia· and New,zealand('ABCA) end NATO Armies Program. Provides comprehensive 
functional analysiS ond directton to the program managf,3r ori resource allocalion, cosl managemenLand delilierables. Assures 
understanding of TRAC2ES funclional, lechnlcal and systems requirements. objectives, specifications. and products by ali concemed 
activities. Researches and analyzes problems. issues, or 1"RAC2ES program requirements. Dev\3lopf) annuel finanelElI plan and 
manages approximetely',$600K alnee budget for supply.·oontrects.andtravel. Provides dlrecllOli for execution for the TRAC2ES 
acql!i'sliioll and Qperiltion and maintenance budget. Supervises deilvery.ofcontracted non·pen;onal eervlces providing help desk. 
administrative and·SME ·support 10 the program. :Manage' interGlgenGY and int.er.sElrvice projects. Chelrsthe'GlolJal PaUe'nt.Movement 
Joinl AdvisQry Board Infurmolion Management/lnformaHon Technology SME Panel. Devolop and coordinate documents In support of 
Ihe JCIDS process. Prescnt find delend those documen'ts In the coordlnaUon and briefing process, Including presenting dire~y to the 
Joint Requirements Oversight Council. Briefs the seml·annual COCOM Surgeons General conference inctuding 3 star nHg officerfSES 
6Q.l.livalemts regarding the current Illata of patient movement healthcare IT and planned developments. Develops strategic level plans for 
execution of identified requlraments provides them 10.the program menager for execution. Develop. coordinate and defend Program 
Objective Memoranduin submissions with the Military Health System (MHS) during the annual MHS budget formulation process. 
Determines crttically important strategic level progremexecuiion deciSions that affect long range. delivery of patient movemonl IT

I capabilities-affecting thEl COCOMs and provides Joint Staff integrated vislbnity into patient movemenL Reviews formal capabHlties and 
acquisition documents on bellal! 131 the Director C4S. Represents USTRANSCOM at healthcara IT and operational conferences, 
symposiums. and working groups spanning olher COCOMs, ·components. OSD, ·academla. international defense organlzailons and 

I dafense Industrial base companies. May selVe as the contracting officer representative for govemment support contmcts that support 
the TRAC2ES Program 

-
26. POSITION'S ORGANIZATION 
~ANSCOMICommand Surgeon 

I 27. POSITION OCCUPIED 128. a. DUTY STATION (Cily  County - Stato Or Overseas Locailon) 
I Scott AFB. St Clair. IL 

..I Compelltlve
I 

II lJ. GEOGRAPHICAL LOCATION CODE 
____________________-L~17~7~~=5~1~63~____________ ________________________~ 

29--'-Core Competencies 

1 
Air Force 51;111 Codes: 

I PCfcnntago ----.. I Skill Codo I Silrod I SulJshrod I literal Tran91iltion 
40% I''ARG IM;--a.:...na~g-o-=m.c.o:-:nl--;AJ'-::n-::';al-Y6:-;-V;;:;pO::la-=n-=l\i-::-ng:------------1-'---iI""'P"-L-;:N-;------·I-I---'-'----'·--------+--::

35% .~[ I PRG_ I Progrum AnalystiProOlommlng 
25% ~ ARG lOTS. I Managemont AnDly~VDnl<l System s 

DO FORM 2918. Jul 2006 
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NATIONAL SECLIRITY PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION 

1. Mastery of knowledge of'IT inveSjment principles, policies. and pray!lces necc3ssary for the ImplementaUon ofDlstrtbutlon Portfolio 
'programs and malhodologies fordellverlns IT.progra.ms wlt"in cost. schedu.le,performanee; and risk guldelipes Is required. 
2, Knowiedge:oTthaHealthln6urance,Portabllity and Accounlability Act and.the Privacy Act and ability to apply those 
principles to:tI1a;management an/! 'prolectlon of sehsitivedata generated by aridcoritll,lried In TRAC2ES.. 
3., Professional skill and ability tocommurilcale affectively. bothorany and In writing,complex technical issues and 
statements pr~paredfor senior military. govemment. and clviliEinoffioals. Ability tOglvl)'briefinga, chajrmealings;and 
I'lrepare'~porta Abflltyto Mlculate·crlUcal,.highly crimplex'and interagency command:and contro( health information 
systems and acquisition concepts, The ebli1ty 1o,plan and coordlnateJnteragency'Workgroups. . 
4. Del,21l1ad knowfedg,e of a,wide rang.s of heaithca.re management operations a.crosslha military healtl1system a comprehenSive 
knowJadg~ of DOD haalth Imormatlon'systems 1& required. Know/edge.of medical terminology. 
5. ADiIltyto.applY state-of-tHe-art resourcamlinagement and comn1unicetion.tachnologlell to optimally support 
cmnancament and sustainment of TRAC2ES end olher healthcam inrol1TlBt!on·syetems. 
Ii. :Knf.lw1adO!1. C?fF=i!nl1rill ACQulsllionRegu.I.1Uons (FA:R) Elnd laws;gollsrriing·the adminis\rotion,rOSOl.lfCe allocation, snp 
maMgcment,of.c:ontraots.' , ' 

1. Flung financial dlsClOsufu:tatemante ' 
2. Worn r'f.1Quires'ths'ebllity"to hfief;~enldr pffiCials up.ta,and including 4 slar and SES~5Ievel. 

3, Ccimpletion Of 2 'Masters degree'ln Business, Public or Healthcare A¢h1ii"llstraflon Or similar ishlgnty desirable. 

4. Travel. by milil9ry.or commarciel.alrcrafl in accordanca.wlth the Joint TralierRegulaUon (JTR) to performlemporary duty'assignments 

Is mqulred. .. .... 

5. Theemployss musl have proven'mastaryof project management by cillilian certification (PMP) or Defense AcqulsilionsUniverslry 

level 1 certmcaliOTl. 


I 

J 

I 

I· 

i 
I 

I 


E. 

Human Resources Soecialist ' " ooq/~"}I.() [J 

(Classirtcalion) , .,...:7 / 
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ORGA~IZATlON: USIRANSCOl'A!SG CPO l-:Ul\lI3ER: 43315 
SllPV LEV CODE: 8 c:m,IP LEV CODE: 737;\ 
TARGET GRADE: 09 flSA: Exemp1 
JOB SHARE: N/A C\REER PROG ID: t'-!/:\ 
SENSITIVITY: Non-crill':::'! 5CIl5itive BUS: 1036 
ErvIERG£l\CY ESS: N/A ORLCi TEST: NO 
KEY POSITION: YES POSITION mST: 1'\ew mil'civ 

---:--:-:---:-'--"--------"---"-"---------"-
CLASSIFICATION: ivkdir.::11 Readiness Specialist, GS-0301-09 
DUTY TITLE: 

ORO & FUNe C06E~"MDY--- r.·ledieaIN:,,---------
1ST SKILL CODE: 3~6 AKTCWM Specialist/Analyst Comingcncyilvlobility/\Var Plan 
2ND SKILL CODE: 33 % AKTSVC Specialist/Analyst Re;;otlrccs !vlanagement 
JRD SKfLL CODE: 33% ARLPLN Program Analysis Planlling 

-------"'-","------------

CLASSIFIED BY: 

CLASsrF'ICA'flON CERTIFICATfO:,{; CPD adequmely 3nu a,curately 1'1:1110(:1'1 the loca! '.I'ork situmion to meet 
classification. staffing, and pcrfonnance management purposes. 

SUPERVISOR'S CERTIFICAnON: I ccnHy that ~his Core Pcrsmmel OoclUnem is an aCClu'ate 5t.aremen! of-ihe" 
major duties, kl.towJedge, skills and :jbHitics, I'csponsibilitie5, physical and pel-formance requirements of this position 
and ilS organizaliol.1a1 relationships. 111e positjon is necessary to carry OUi governml':nt functions for which I am 
re5pol~sible, This certification is made with the knowledge, that this information is to be used for statutory purpo~es 
relating to appointment and payment of public flUlds nnd rlmt false or mislcnciing statements may consritlltt: 

violation Sl;QIt:cnting l:eguI~ilions. 17 1/'0 u~ c>i..oc/8 

RVISOR'S SIGNATURE Dil,. TE 

PER1~ORMANCE PLAN CERTIFlCATION: 

RalerlSupv, 

o a Ie 

Reviewer 

o a Ie 

Emplo)'ce" 

o a Ie 

(b)(6)
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PURPOSE OF POSITION AND ORGANIZATIONAL LOCATlOK 

The primary pu rpose of this position is: to provide oversight in developing and implementing programmatic 
policies which support the USTRANSCOM wartime/peacetime training ilnd contingency response plans as 
required/outlined ill AFls 41-106. 10-403. and 10-2501. Responsible for providing and monitoring training 
programs: planning and executing medical readiness exercises. requirements and mobility taskings in support of 
med,icalrequiremcnls and mobility functions to prepare USTRANSCOM to meet the unit's deployment mission. 

The organi:tational location of this position is: USAF, USTRANSCOM. Surgeon General, Global Patient 
Movement Requirements Center, Scott AFB, IL 

ORGANIZATlONAL GOALS OR OBJECTIVES: 

The organizational goals or objeclives of this position are: See mission statement. 

USTRANSCOM Surgeon General's Vision. Develop a single cohesive organization to provide technical and 
strategic expertise and staff support to TCCC in his role as the single manager for patient movement in coordination 
with geographic combatant commands. 

DUTY 1: Critical 

Conducts the Unit lleploynu.'I1t Progrum for Global Patient MOl'cmcnt Requirements Center (GPMRq. 
Evaluates the effectiveness of the medical readiness program for Joint Sen'ice Personnel In the GPMRC. 
Provides advice Ilud technical guidance in all arl:3S of medical readiness. Coordinates contingency, exercise, 
and deployment (CED) orders for all deploying personnel from the Reserve core OMA, ANG, ilnd AFR). Ensures 
all readiness operations are in compliance with existing regulations arld command policies. Prepares. develops, and 
documents annual briefings to deployment personnel on tbeir individual deployment requirements. Prepares and 
disseminates initial deployment orientation packages for all newly assigned deployment personnel. Responsible for 
leading the loint Patient Movement team chiefs in developing the annual training calendar tor each team outlined in 
applicable guidelines. Ensures timely follow-on training is given wben deficiencies are noted. Analyzes the 
readiness deployment capability through evaluation of training, equipment status. manning, and unit supervision. 
Compiles relevant data and prepares special tables, graphs, charts, and briefings needed to depict unit deployment 
and training status, 

STANDARDS: 

A, With few exceptions. ensures all pre-deployment and post-deployment requirements are met for all personnel 
affected. 

B, otten works with organization leaders to set yearly deployment rotation schedule. 

C. Typically enSures that personnel are prepared and keeps current on technical orders, directives, and plans and 

that medical readiness program assessment results meet the intent of the program and satisfy requirements. 


KSA: 1,2,5.6,7 

DUTY 2: Critical 

Manages the USTRANSCOM Secllrity Manager Program and coordinates all training lIeeds with the 
USTRANSCOM Force Protection (TCJ3-FP). Develops and implements an annual training progranl tor all 
personnel assigned to the Surgeon General Dil·ectorate. Maintains current files of all active AF Form 2586s. 
Unescorted Entry Authorization Certitlcate. in accordance with the USTRANSCOM instructions. Maintains 
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current security clearances on all personnel assigned to the SG. Advises the commander on any changes that happen 
with personnel security. Coordinates with TCn- FP on all the security clearance isslles and all in-processing and 
out-processing of personnel. Maintains an active Joint Personnel Adjudication System (.!PAS) account. Develops 
procedures for unit~ to support wartime operations. Provides technical assistance to units during medical readiness 
exercises. Determines training deficiencies and performs the appropriate corrective actions. 

STANDARDS: 

A. Ensures most TCSG/GPMRC personnel are scheduled for and receive all required Force Protection. 

B. With few exceptions. ensures that all TCSG/GPMRC personnel's security clearances are maintained and kept 
current. 

C. Ensures most personnel arc properly trained in accordance with USTRANSCOM directives. 

KSA: 1,2,3,5.6.7 

DUTY 3: Critical 

Sen'es as the COMSEC Responsibility Officer (CRO) and the Digital Secure Voice Responsibility Officer 
(DSVRO) for TeSGI SG. Maintains compliance in the CRO and the DSVRO programs with the USTRANSCOM 
COMSEC OtTtce. Coordinates all the necessary changes to the COMSEC account with the COMSEC Office. 
Accounts for all COMSEC material and coordinates all monthly audits with the COMSEC office. Attends all 
necessary training for compliance with the cOMSEC program outlined in DOD, USTRANSCOM, and AFI 
Instructions. 

STANDARDS: 

A. With few exceptions. accurately establishes. identifies, defines, and quantifies requirements for execution and 
implementation ofTCSG/GPMRC's COM SEC program. 

B. With few exceptions. properly trains TCSG/GPMRC personnel on internal procedures and appropriate use of 
equipment and suppJie,s associated with COMSEC. 

KSA: I. 2,4. 5. 6. 7 

DUTY 4: Critical 

Manages and oversees all TCSG Reserve requirements with SG leadership. Maintains coordination with the 
Command Surgeon. Deputy SO. GPMRC Chief, and GPMRC Deputy Chief. Manages all requests, fulfills reserve 
requirements, and ensures the needs of the mission are fulfilled. Coordinates with all Directorate functions to ensure 
their Reserve reqllirements are met in a timely manner. Coordinates alllMA requests from the IMA Working 
Center at Dobbins AF8. GA. Conducts request of orders for a reservist and ensure that money is available for the 
orders to be processed. 

STANDARDS: 

A. With few exceptions. ensures all Reserve requirements are coordinated and staffed through the propel' chain of 
cOITUnand. 

B. With few exceptions works with Reservisls and their parent organization in preparing members for deployment. 

KSA: 1,2.3.5.6.7 
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DUTY 5: 	 Critical 

Coordinates the acquisition, maintenance, storage, and shipment of equipment and systems required to 
support emergency response operations, and deployments. Ensures adequate storage and spacing for the 
placement ofreadincss systems, supplies, and equipment. Deternlines needs and develops justifiable submissions to 
procure and maintain equipment required to support emergency response operations. Develops training programs to 
ensure all equipment packages and deployment personuel are exercised by appropriate personnel. Facilitates the 
development of instructional guides and lesson plans that effectively meet required objectives. 

STANDARI)S: 

A. 	 Ensures JPMT teams are identified. trahled. and on-call ready for immediate response if activated. 

B. Consistently ensures. upon deployment notice, JPMT's are equipped with proper supplies and equipment needed 
for their deployment area. 

KSA: L 2. S, 6, 7 

DUTY 6: 	 Criticlli 

Participates in discussions, meetings, and serves on panels or committees. Presents briefings and written 
correspondence. Presents clear, concise. and well-structured oral presentations that address the designated issues. 
Presents and resolves issues, program considerations, and technical interest with civil authorities, agency specialists. 
managers. and/or other military departments or support agencies. Considers the composition orthe aUdience, 
knowledge level lind desired outcome when composing the material. Identifies problems. both in broad and detailed 
terms. and attempts to resolve conflicts in a timely manner through discussions with responsible members in a 
meeting or working group. 

STANDARDS: 

A. 	 Ensures that the correct format is lIsed to effectively convey meaning and to meet general or specific 
standards of acceptability. 

B. Communicates effectively through written correspondence which reflects current policy and procedures. 

KSA: I. 2,3.4. 5,6. 7 

RECRUITMENT KNOWlEDGES, SKILLS, AND ABILITIES (KSA) 

I. 	Knowledge of the medical deployment program and activities to project, plan, and manage the TCSG/GPMRC 
deployment program. 

2. Knowledge of the objectives, governing directives: goals, and unique medical requirements for TCSG/GPMRC. 
as well as Service specific requirements and overaU training requisites to prepare, assign. train and manage 
deployed personnel. 

3. 	 Knowledge orlile Air Force and USTRANSCOM Securi~' Manager program along with a working knowledge 
oflhe ]PAS System. 

4. 	 Knowledge oflhe Air Force COMSEC program, DOD. Air Force: and USTRANSCOM Instructions that govern 
the COMSEC program as well as use of special equipment associated Wilh the COMSEC program. 
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5. 	 Knowledge of analytical and evaluative methods and procedures and skill in evaluating programs operations to 
develop comprehensive plans to develop medical readiness training programs, and to analyze work processes and 
continually improve them to meet customer requirements. 

6. 	 Ability to communicate effectively both orally and in writing to prepare ruld present briefings, coordinate 
planning efforts and manage program activities. 

7. 	 Ability to analyze data and reports. 

CLASSIFICATJON CRlTERIA: 

Factor I, Knowledge Required By The Position 	 Level 1--6 950 Points 

Knowledge of emergency response and deployment/wartime principles, procedures. and pertinent administrative 
guidelines plus skill in applying facl·finding applicabJe to the full range ofmedical readiness responsibilities for 
USTRANSCOM/GPMRC. Knowledge ood skill is required in applying analytical and evaluative methods and 
techniques to issues or studies concerning the efficiency and effectiveness of program operations. Knowledge of the 
organization's programs, mission. ruld functions of the installation necessary 10 plan, schedule, and coordinale 
medical readiness activities, Skill in oral and written communications to prepare and coordinate planning efforts 
and manage program activities. 

Factor 2, Supen'isory Controls 	 Level 2-3 275 Points 

Works under the supervision of the Readiness Chiefwbo assigns work or delegates areas of responsibility. 
Incumbent independently plans work and accomplishes tasks in accordance with applicable regulations and 
directives. Work is reviewed for adequacy. effectiveness, and soundness of judgment. 

Factor 3, Guidelines 	 Level 3-3 275 Points 

Guidelines are generally available in form of agency manuals/regulations and USTRANSCOM directives which 
cover most ofthe situations encountered: howcver. incumbent is required to exercise judgment in determining the 
applicability ofthese guidelines to various work situations. 

Factor J. Complexity 	 Level 4-3 150 Points 

The work involves planning, coordinating. training, and evaluating USTRANSCOM units and resolving substantive 
medical readiness issues. The work has significant impact on wartime readiness, and peacetime emergency 
capabilities of USTRANSCOM. 

Factor 5, Scope and Effect 	 levelS·) 150 Points 

The purpose orthe work is to assess the effectiveness of the medical readiness program for USTRANSCOM. 
IncumbeR! ensures programs are established and functioning in accordooce with agency policies. directives. etc. 
The work involves making decisions by refining methods and lechniques in resolving problems. 

Factor 6n, Personal Contacts/Purpose of Contacts Level6-2l7b 75 Points 

Contacts are with military and civilian employees mainly consisting of organi2'.ations located on the Base. People 

contacted generally are engaged in different functions, missions, and kinds ofwark. 


The purpose of this position is to plan, coordinate, discuss. define, and advise managers on the medical readiness 
program requirements and objectives to justi(y changes in readiness operations. In addition there is a need 10 

exchange information with other DOD organizations by influencing or motivating individuals or groups who are 
working toward mutual goals and who have basically cooperative at1itudes toward wartimelpeacetime contingencies 
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Factor 8, Physical Demands 	 5 Points 

The work is primarily sedentary. although some slight physical effort may be required for the coordination of the 

various exercises and mobility/operations. E'lI.1ended periods of standing may be required when performing training. 


Factor 9, Work Environment level 9-1 5 Points 


The work is typically performed in an adequately lighted, climate controlled office. 


Other significant facts pertaining to this position AI'e: 

I. 	 Work may occasionally re.quire travel away fi'om the normal duty station on military or commercial aircraft 
3. 	 Employee must be able to obtain and maintain a secret security clearance in order to access classified material. 
4. 	 Employee must be able to attend and complete Medical Readiness Planner's Course (MRPC) before or within 12 

months of assignment 
5. 	 This is a Key Position. Employees must be removed from their military recall status jf alternatives for filling the 

position during an emergency are not avaiJable. 

CLASSIFICATION SUMMARY: 

FACTOR LEVELS AND POlNTS: 1-6,2-3, 3-3, 4-3. 5-3, 617-21b, 8-1. 9-1 
TOTAL POINTS: 1885 
GRADE CONVERSION: GS-9 

CLASSIFICATIONSTAt~DARD(S} USED: US OPM PCS for Miscellaneous Administration and Program Series, 
GS-030 I, TS-34 dated January 1979: US OPM Administrative Analysis Grade-Evaluation Guide. TS-98 dated 
August 1990; US OPM PCS for Safety and Occupational Health ~anagement Series. OS-018, TS-55 dated August 
1981. 
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AIR FORCE CORE PERSONNEL DOCUMENT 

ORGANIZATION: USTRANSCOMlJ5-AS CPDNUMBER: 9S42687 
SUPV LEV CODE: 
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CORE PERSO~1NEL DOCUMENT Number: 

PURPOSE OF POSITION Al\l}) ORGANIZATIONAL LOCATION: 

The primary purpose of this position is: To explore, exploit and leverage as well as providing centralized management 
and direction of transportation-related transformation technologies, in both the foreign and domestic private and public 
sectors, for the enhancement of the Defense Transportation System (DTS) capabilities. This position ensures that 
technology investments and development that infuse transformational transportation/distribution capabilities into the DTS 
are consistent with the U. S. Transportation Command (USTRAN"SCOM) Strategic Plan and other related Department of 
Defense (DOD) initiatives. In addition, this position provides oversight/manages the interface and integration of command 
initiatives/concerns within the Joint Requirements Oversight Council/Joint Warfighting Capabilities Assessment 
(JROClJWCA) to plan, organize, and determine necessary policies, regulations, directives, programs, doctrine, and 
procedures to establish, maintain, and resolve JROC/JWCA issues. 

The organizational location of this position is: U.S. Transportation Command, Strategy, Plans, Policy, and Programs 
Directorate, Programs and Analysis Division, Analysis, Simulation and Technology Branch, Scott AFB IL 

ORGANIZATIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of this position are: To identify and validate DTS-related transformation 
technology requirements; define and orchestrate transformation technology program roles and responsibilities; ensure 
program goals and validated technology requirements are clearly reflected in the USTRANSCOM Strategic Plan, National 
Security Strategy (NSS), National Military Strategy (NMS), the Defense Planning Guidance (DPG), and critical 
Department budgeting documents; and marshal financial support for technology pursuits through the JROC/JWCA process. 

DUTY 1: Critical 

Develops and orchestrates command program to exploit and leverage transformational technology initiatives being 
pursued by DOD, non-DOD government organizations, and commercial industry to enhance the performance and 
capabilities of the Defense Transportation System (DTS). Actively engages command and component staffs in 
identification of technology requirements. Establishes mechanism for collection of technology needs and solicitation of 
proposals. Ensures screening of technology proposals to validate that proposal falls under the command's transformation 
technology purview and supports a validated DTS technology requirement. The employee develops long-range plans for the 
acquisition of advanced transportation-related technology systems to support command missions and transform the force 
projection concepts and strategies of the DTS. This involves evaluations, analysis of data, determination of the operational 
implications of statistics generated from the data, assurance of high quality tests and evaluation documents, and application 
of results to the requirements process. Objectives are to improve operations, transportation systems, transportation systems 
support, training and strategy and to furnish data for Combatant Commander decisions. Ensures assessment ofnon-nlateriel 
solutions is conducted prior to linking proposed technology initiative to identified need. Manages and refines the procedure 
by which customer identified technology needs are received, matched against ongoing research initiatives, and translated 
into a command-approved strategy/vision for execution. Translates approved pursuits into programmatic FYDP' input. 
Orchesu'ates organizational interface with and ensures active monitoring of selected agency, Service, and research 
organizational pursuits of transformational, transportation-related initiatives. Responsible for promulgation of command 
program objectives with technology counterparts within the Office of Secretary of Defense (OSD), Joint Staff, Services, 
selected defense agencies, other combatant commands, and industry. Conducts program cost analyses of projects and 
analyzes cost benefit of current or projected programs. Identifies resources (staff, funding, or equipment) requ.ired to 
support varied levels of program operations. Provides support and advice on reprogramming of funds and funding levels 
due to changes in technology pursuits or other changes. Provides input and advice to employees within the USTRAN SCOM 
headquarters staff and the transportation component commands on transformational technology pursuits. Penmnally 
manages the command's multi-million dollar transformation technology account. Prepares documentation and delivers oral 
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CORE PERSONNEL DOCUMENT Number: 

presentations, such as briefings, training sessions, consultations, and strategy sessions with other staff service functions and 
activities, to secure cooperation, resolve controversial matters, and convey information relative to proposed changes in the 
command's transformation technology program. 

STANDARDS: 

A. Effectively liaison not only within headquarter's staff and assigned components but also with the Joint Staff, Services, 
Defense Agencies, Combatant Commands, and industry to assess/address current and future transportation, transformation 
technology requirements and garner support for materiel enhancements to DTS transportation-related issues. 

B. Effectively orchestrate the management of staff efforts to ensure development and implementation of programmatic 
solutions to identified requirements. 

C. Routinely crafts, coordinates, and submits with prescribed timeliness point papers, executive summaries, etc., and 
develops and presents formal briefings. Composes papers and articles for conferences, meeting, etc., which area concise, 
accurate and target audience specific. 

D. Routinely provides insightful and timely programmatic advice for inclusion in a variety of critical planning documents, 
conferences, reports, etc. Routinely prepares and presents comprehensive oral presentations in assigned areas. 

E. Accurately establishes and updates, in accordance with the budget cycle, inputs to multi-year budget requirements by 
thorough documentation. 

F. Provides appropriate data to key officials at all levels of management to help achieve the most effective transformation 
technology program. 

KSA: 2,3,4,5,6,7,8 

DUTY 2: Critical 

Serves as an authority on JROClFunctional Capability Boards (FCBs) issues pursuits impacting USTRANSCOM's 
strategic plan with responsibility for analyzing, developing, and evaluating detailed plans, goals, and objectives for 
long-range implementation of identified issues. As the command focal point for JROCIFCB issues, this individual 
analyzes and evaluates substantive program operations, management and organizational effectiveness, efficiency, and 
productivity. Develops andlor recommends modifications to systems, programs or budgets through the JROCIFCB process 
to the Chairman Joints Chiefs of Staff (CJCS), Services and Secretary of Defense (SecDef) for resolution. Analyzes current 
fiscal year budget and the programming of the Future Years Development Program (FYDP) issues being addressed by the 
JROC and ensures there resolution within established processes. Programs involve such activities as supporting, developing, 
planning, coordinating, and implementing the JROC process; validating key requirements; and challenging programming 
resolutions that do not support command identified needs. Prepares documentation and delivers oral presentations such as 
briefings, training sessions, consultations, and strategy sessions with other staff service functions and activities to secure 
cooperation, resolve controversial matters, and convey information relative to proposed changes in JROCfFCB pro grams. 
Responsible for establishing and coordinating USTRANSCOM position and policy by developing a vari ety of 
correspondence and other documentation; i.e., formal letters, pqsition papers, reports, staff studies, staff summary packages, 
briefings, charts, bullet background papers, etc., and providing executive management support of JROC/FCB issues. 
Represents the command at various Joint Staff Flag chaired FCB meetings. Provides input and advice to employees within 
the USTRANSCOM headquarters staff, the transportation component commands, and counterpart officials withiLl other 
Combatant Commands, the Services, the Joint Staff, JROCIFCB representatives, and other government agencies on a variety 
of critical planning documents, at conferences, strategy sessions, etc., which affect JROCIFCB issues. Analyzes prG'Jblems 
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discovered in prior studies or actual operations and advises senior management on the feasibility of different approaches 
which provide a basis for better planning of operations. 

STANDARDS: 

A. Accurately identify and assess unresolved requirements that affect the capability and capacity of the DTS and/or the 
command's ability to effectively and efficiently operate its military and civil sector elements for JROC resolution. 

B. Effectively orchestrate the management of all USTRANSCOM JROCIFCB efforts, not only within the command and 
assigned components but also within DOD, to ensure' development and implementation of programmatic solutions to 
identified requirements. 

C. Effectively liaison with the Joint Staff, Services, Defense Agencies, and Combatant Commands to assess/address current 
and future transportation requirements and garner support for doctrine, organization, training, materiel, leadership/education, 
personnel, and faCility' (DOTMLPF) enhancements to DTS-related JROCIFCB issues. 

D. Routinely provides insightful and timely programmatic advice to the commander for inclusion in a variety of critical 
planning documents, conferences, reports, and studies. Routinely prepares and presents comprehensive oral presentations in 
assigned areas. 

E. Ensures thorough and timely coordination of proposed courses of actions with all offices or activities having an interest 
in the area of assignment. 

KSA: 1,2,3,4,5,6,7 

DUTY 3: Critical 

Serves as authority on JROC/FCB by documenting planning and programming decisions in appropriate formats to 
meet JROC/FCB programmatic inputs. Identifies non-standard or emerging requirements, assesses impact on program, 
and orchestrates deve!opment of programmatic recqmmendations. Appraises joint warfighting capability areas and analyzes 
critical deficiencies and strengths. Analyzes problems created by the incompatibility of future programs, initiates corrective 
action and also recommends opportunities to improve joint warfighting capabilities. Coordinates findings to assess 
acceptable risks and to ensure that joint warfighting requirements priorities are satisfied within established resource 
constraints, while simultaneously making recommendations to ensure joint interoperability, promoting economies of scale, 
and reducing parallel and duplicative efforts. Responsible for integrating command interest JROC requirements into annual 
fiscal programs. Analyzes new or proposed legislation or regulations to determine impact on program operations and 
management. Develops new or modified administrative program policies, regulations, goals or objectives. Ensures that 
issues identified within the command's strategic plan are appropriately addressed via the JROCIFCB process. Ensures that 
applicable command concerns are properly vetted through the FCB/JROC process and addressed through the planning, 
programming, budgeting, and execution system. Advises the Commander on requirements prioritization; provides 
programmatic advice for preparation of the Commander's input to the Chairman'S Program Recommendations (CPR); 
provides advice on conformance of Services' Program Objective Memorandums (POMs) to the JROC established priorities 
in preparation of the Commander'S input to the Chairman'S Program Assessment (CPA); etc. Establishes guidelines that 
require considerable adaptation and/or interpretation to resolve JROCIFCB issues and problems. Coordinates with 
appropriate staff offices to ensure that planning and programming documents cover all major areas of concern. 

STANDARDS: 
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A. Accurately establishes and updates, in accordance with the JROC cycle, inputs to critical documents that address multi
year requirements for programmatic resolution. 

B. Documentation of plmming and program development is consistently accurate, timely, and produces well thought out 
and developed proposals and conclusions. 

C. Provides complex support services as they pertain to JROC/FCB assigned programs or projects. 

D. Effectively coordinates actions with all organizations having input or being affected by proposed plans and programs. 

KSA: 1,2,3,4,5,6,7 

DUTY 4: Critical 

Serves as the focal point for the development and documentation of materiel needs within DOD's requirements 
generation process. The incumbent is responsible for strategic areas relating to the assessment of military for defense 
acquisition programs. The employee promotes interchange of information on requirements, capabilities, deficiencies, and 
technology applications in the area of specialization. Within the command, serves as the focal point for the development 
and coordination of joint capabilities integration and development program. Orchestrates the command's participation in the 
Department's capabilities generation process. In this capacity, the employee screens all DOD generated requirements 
documents received via either the Joint Command, Control, Communications, and Computer Interoperability Program 
Assessment Tool (JCPAT) or the Knowledgement ManagementiDecision Support (KM/DS) systems for applicability, seeks 
applicable staff review of these documents, and consolidates inputs, resolving differences, prior to submitting command 
responses. Additionally, the incumbent provides advice/assistance in the preparation of associated documentation for 
command-sponsored programs within the JCPAT and/or KM/DS systems. Ensures assessment of non-materiel solutions to 
proposed materiel requirements prior to submission of proposal. Provides command requirements interface with Joint Staff, 
Services, Defense Agencies, and Combatant Commands. 

STANDARDS: 

A. Routinely accesses and identifies DOD's requirements gereation system for taskings. 

B. Reviews all requirements documents, staffs those of interest with applicable command and/or component staffs, 
consolidates and submits responses (resolving any differences). 

C. Serves as conduit for submission of command generated requirements documents, providing advice/assistance to the 
staff in the preparation of these documents ensuring quality assurance in format and content. 

KSA: 1,2,4,5,6 

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): 

I. Knowledge of a wide range of qualitative and/or quantitative m(1thods for the assessment and improvement of joint and 
multi-unified command level plans and programs for conducting major procurement reviews such as assessment of military 
requirements for defense acquisition programs. 
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2. Expert knowledge of organizational missions, objectives, procedures and regulatory framework within which DOD, other 
federal agencies and industry operate. 

3. Knowledge of Ioint Strategic Planning System (JSPS) and command program goals and objectives, the sequence and 
timing of key operational events and milestones, and methods of evaluating the effectiveness of pimming actions related to 
actual events. . 

4. Ability to establish and maintain effective working relationships not only with subordinate/parallel staff, but with all 
levels of key management officials, the latter particularly requiring the exercise oftact, ingenuity and resourcefulness. 

5. Ability to plan, organize, direct andlor coordinate difficult and complex studies, projects and programs and to negotiate 
effectively with management to accept and implement recommendations, where proposals involve substantial resources, and 
require extensive changes in established concepts and procedures. 

6. Ability to communicate effectively both oraIly and in writing; negotiate complex issues; and maintain good working 
relationships. 

7. Demonstrated broad level of DTS expertise and ability to apply a high level of sound, independent judgment in the 
solution of problems impacting assigned areas of responsibility. 

8. Provide expert technical advice, guidance and recommendations to management and other technical specialists on the 
interrelationships of multiple technology disciplines and the application of emerging technologies to command business 
processes. 

CLASSIFICATlON CRITERIA: 

Factor 1, Knowledge Required By The Position Level 1-8 1550 Points 

Mastery knowledge of a wide range of quali~ative and quantitative methods for the assessment, improvement of and 
implementation of critical command plans and programs for participating in or conducting major procurement reviews such 
as assessment of military requirements for defense acquisition programs. 

Mastery knowledge to plan, coordinate, and implement the Ioint Warfighting Capabilities Assessment process, challenging 
and validating key requirements; developing and coordinating the command's Ioint Capabilities, Integration and 
Development generation process, to include' production and coordination of associated documentation (e.g., Initial 
CapabilitieslRequirements Documents; Operational Requirement Documents (ORD); Command, Control, Communications, 
and Computer Interoperability Support Plans (C4ISP); Doctrine, Organization, Training, Materiel, LeadershiplEducation, 
Personnel, and Facility (DOTMLPF) packages; etc.). 

Ability to advise Commander, U.S. Transportation Command, on requirements prioritization; programmatic advice for 
preparation of and input to the Chairman's Program Recommendations (CPR); and, conformance of the POMs to the 
priorities established in strategic plans for input to the Chairman's Program Assessment (CPA). 

Knowledge of military command structure, missions, programs, and organizational relationships and program goals and 
objectives, the sequence and timing of key operational and programming events and milestones, and methods for evaluating 
the effectiveness of actions as related to actual events. 

Knowledge of the various command organizations involved in overall planning and execution of JROCIFCB operations and 
evaluations. 

6 



CORE PERSONNEL DOCUMENT Number: 

Demonstrated skill of project management principles, methods and practices including plan and schedule development, 
estimation of resource requirements, milestone definition, and monitoring activities. 

Expert knowledge of organizational missions, objectives, procedures, and regulatory framework of transportation 
management and technology support programs within which DOD, .other Federal Agencies, commercial customers, and 
industry operate. 

Highly skilled at analyzing, evaluating, con-elating, advising, and acting on complex inter-Service and international 
transportation management, operational and technological support issues affecting DTS customers. 

Ability to plan, manage and lead large difficult projects involving many participants, where technical unknowns prevail and 
high levels of resources are involved, and to coordinate and review complex technical work. 

Familiarity with the principles, policies and regulations of the budget, materiel acquisition, and contracting processes, 
associated documentation, and their interrelationships in order to plan and direct technology development. 

Ability to independently plan, organize, and develop comprehensive studies, or projects, develop solutions to broad, 
important, and severe command operational and contingency areas, and the ability to negotiate effectively with management 
to accept and implement recommendations, where the proposals involved substantial resources, and require extensive 
changes in established concepts and procedures. 

Ability to communicate effectively, both orally and in writing, with all levels of personnel from OSD, Services, Federal 
agencies, Joint Staff, Transportation Component Commands, cobatant commands, industry, and others to resolve problems, 
provide direction, participate in meetings, and/or prepare briefs. Must have a high degree of ingenuity, initiative, 
resourcefulness, judgment, diplomacy, and tact while acting on complex issues with outside agencies. 

Factor 2, Supervisory Controls Level 2-4 450 Points 

Performs work for the supervisor who provides administrative direction, in regards to assignments in terms of broad defined 
missions or functions. The employee, having developed expertise in the assignment, independently plans, designs and 
carries out all aspects of the program, projects, study, or work, estimating costs and funding, coordinating with others and 
resolving problems incurred. This frequently involves the definitive interpretation of regulations, and developing new 
command direction/priorities within the JROCIPCB and technology pursuit program areas. The employee defines program 
objectives and direction and has the authority to plan, schedule and pursue major initiatives, expand their scope, and assign 
primary office of responsibility, to enhance program effectiveness. The employee informs the supervisor about the 
progress, potentially controversial matters, or far-reaching implications. Results of work performed is considered 
technically authoritative and normally accepted without significant change. Staff and line management officials whose 
programs would be affected by implementation of the recommendations normally review analysis, evaluations, and 
recommendations developed by or under the auspice of this position outside the employee's immediate office to ensure 
fulfillment of program objectives and/or the contribution of proposed technological solutions to the improvement of the 
DTS. 

Factor 3, Guidelines Level 3-5 650 Points 

Guidelines include Public Law, rulings of regulatory agencies, DOD instructions, Joint directives and publications, multi
service and service regulations, and command regulations and guidelines. Guidelines are often broadly stated in 
nonspecifics and provide a general outline of the program goals and objectives, but they do not detail the methods used to 
perform or complete work assignments. The employee uses judgment and ingenuity in interpreting the intent of guides and 
revising existing policy/formulating new policy and/or developing work applications for use by others. Frequently the 
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employee is recognized as a technical authority in the development and interpretation of guidelines. Using knowledge and 
expertise, the incumbent must also review, analyze and ascertain policy shortfalls and propose/effect changes and develop 
guidelines to affect program change and enhance performance. 

Factor 4, Complexity Level 4-6 450 Points 

Develops, interprets, implements, and resolves a wide variety of highly complex and controversial administrative, technical 
and management issues related to exploration/exploitation and infusion of technology enhancements into the transportation 
and distribution systems as well as the refinement of warfighter capability requirements/command integrated priority 
requirements through established Department processes. The impact of projects managed/orchestrated by this position 
directly impact the command's ability to provide required warfighter deployment, employment, and sustairunent support. 
Requires t1le application of a variety of analytical techniques, extensive knowledge of operations and programs critical 
involved in the deployment/employment of our nation's military forces. Requires extensive knowledge of the Department's 
capabilities-based processes, science & technology programs, warfighter requirements, interoperability/integration 
initiatives, etc. combined with an extensive network of contacts within OSD, the Joint St.;lff, Services, Defense Agencies, 
other government agencies, industry, and academia to identify technology enhancements/obtain support for programmatic 
solutions. Establishes the criteria to measure andlor predict the attainment of JROCIFCB and science and technology goals 
and objectives. The work involves identifying concerns and developing ways to resolve issues that directly affect the DTS 
force projection and distribution capabilities taking into account such factors as joint warfare capability, acquisition process, 
programming of defense resources and joint integration of operational readiness. The nature and scope of most issues are 
largely undefined for which previous command experience is lacking. 

Factor 5, Scope and Effect Level 5-5 325 Points 

The purpose of the work is to assess the productivity, effectiveness, and efficiency of JROCIFCB and science and 
technology programs; isolating and defining unknown conditions; and analyzing and resolving critical problems. Work 
involves establishing criteria to measure andlor predict the attairunent of JROCIFCB goals and objectives and the infusion of 
technological solutions to address validated DTS deficiencies. The work involves identifying requirements and developing 
resolutions, which enhance the DTS and directly affect the accomplishment of joint warfighting capabilities taking into 
consideration such factors as joint warfare capability, science and technology processes, acquisition, programming of 
defense resources, and joint integration and interoperability concerns. The work contributes to the improvement of 
productivity, effectiveness, and efficiency of the DTS and affects the plans, goals, and effectiveness of USTRANSCOM's 
intercommand cooperation in peace and war. 

Factor 6 & 7, Personal Contacts Leve1617-3C 180 Points 

Contacts are with employees within the USTRL\.NSCOM Headquarters staff; counterpart officials in the Department of 
Defense, FCB representatives and FCB general officers at Joint Staff; the staff of other unified commands; transportation 
component commands (Air Force, Army, and Navy) staff; other command staff offices, government laboratories, other non
DOD government agencies; industry; and contractors in moderately unstructured settings. Contacts are made with officials 
or organizational representatives several levels above the incumbent when presenting plans, programs briefings, discussions, 
technology proposals, etc. 

The purpose of contacts is to analyze, develop, and evaluate detailed plans, goals, and objectives for long-range 
implementation of JROCIFCB issues and proposed science and technology solutions. The work involves active 
participation in conferences, meetings, hearings, or presentations involving problems or issues of considerable consequence 
or importance. The people contacted typically have diverse viewpoints, goals or objectives requiring the employee to 
achieve a common understanding of the problem and a satisfactory solution by convincing them, arriving at a compromise, 
or developing suitable alternatives. 

Factor 8, Physical Demands Level 8-1 5 Points 

8 
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The work is primarily sedentary, such as sitting comfortably. There may be some walking, standing, bending, and carrying 
of light items. 

Factor 9, Work Environment Level 9-1 5 Points 

The work is performed in a properly heated and ventilated, air conditioned, and well-lighted office setting. 

Other significant facts pertaining to this position are: 

I. May travel by military or commercial air to conferences, meetings, or other functions away from the duty site. 

2. Broad understanding of the Department's science and technmology program as well as its associated 
organizational structure and processes. 

3. JROCIFCB expertise is critical to the successful completion of the work. 

4. Broad understanding of the DTS, the deployment and sustainment processes, the role of industry, basic 
acquitision principles, and financial management regulations is critical to successful completion of the work. 

CLASSIFICATION SUMMARY: CLASSIFICATION STANDARD(S) USED: U.S. OPM Position Classification 
Standard for Management and Program Analysis Series, GS-343, TS-98, August 1990, (HRCD-6, January 1999); and U.S. 
OPM Administrative Analysis Grade Evaluation Guide, TS-98, August 1990, (HRCD-6, January 1999). 

GS-14 Point Range: 3605 - 4050 

Total Points: 3615 

Grade: GS-14 

CLASSIFICATION REMARKS: The Management and Program Analysis Series, GS-343, does not contain grading 
criteria. The standard states that nonsupervisory positions at grade GS-09 and above be evaluated by reference to the 
Administrative Analysis Grade Evaluation Guide. The Administrative Analysis Grade Evaluation Guide covers 
administrative work which does not require specialized subject matter knowledge and skills, but does require a high degree 
of qualitative and/or quantitative analytical skills, the ability to research problems/issues, written and oral communication 
skills, and the application of mature judgment in problem solving. Work described falls within this definition; therefore, the 
position was evaluated in accordance with the factors and work illustrations in the Guide. 
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PURPOSE OF POSITION AND ORGANIZATlONAL LOCATION: 

The primary purpose of ~his position is; To provide eXt!cutivt management of deterrence and 
counterproliferation policies impacting the dde:lse Transportation System (DTS) for operations in a 
nuclear weapons and/or chemical weapons/biological wt!apons (CW/B W) environments, Emergency 
Planning and Community Right-To-Know Act, Title III of the Superfund Amendments and Reauthorization 
Act, the Federal Facilities Compliance Act and toxic chelllicallllunitions programs to include: acquisition, 
movement and employment of specialized CW/BW weapons, decontamination equipment, nuclear 
biological and chemical warfare defense equipment, and air base and seaport operability equipment and 
systems. 

The organizational location of this position is: US Transportation Command, Directorate of Plans and 
Policy, Strategy & Policy Division, .. . Team, Scott AfB, IL. 

--------~--------~~~~~~~~~-----------------
ORGANIZATIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of this position are: To establish policy and procedures, explore 
and exploit technological innovations, to promote scientific examination of factors effecting optimization 
of the DTS and its ability to provide timely, efficient, and effective operations/warfighter support in a 
chemical weapons/biological weapons or nuclear weapons environment. 

DUTY 1: Critical 

Integrates USTRANSCOM and Department of Defense (DOD) efforts to enhance DTS operations in a 
CW/BW and nuclear environment by exploring and instituting changes to information technologies 
(detection/monitoring), infrastructure capabilities, operation of lift assets, and decontamination procedures 
in national laboratories and federally funded research and development centers to refine anJ improve power 
projection concepts, strategies, and procedures. Orchestrates USTRANSCOM and Component Command 
working group to .address counter-proliferation/weapons of mass destruction (CP/WMD). Directs the 
review, refinement, and formalization of a CP/WMO training, awareness, and protection program with the 
civilian transpOitation industry to enhance their capability to conduct operations in this challenging 
environment. Identifies, articulates, and garners support for the impacts of CP/WMD on DTS war fighter 
support and its associated impact on operational plans in order to enhance our ability to suppoit our 
national military strategy. Develops CP/WMO doctrine and obtains concurrence/supPOIt .for doctrinal 
changes. Researches and analyzes policy, public laws, rules· and other regulatory documents for purposes 
of establishing new DOD policy and procedures. Modifies DoD regulatory guidance to support 
improvements in processes or procedures. Establishes for DOD, the process/timeline for refinement of the 
DOD interim cleanliness standard into a national standard that is internationally accepted. Works with 
counterparts fi"om CINC staffs, Joint Staff, Services, USTRANSCOM TCCs, and other DOD, 
government/non-government agencies and industry regarding CP/WMD a~iso(;iated issues. Uses in-depth 
knowledge of multi-Service, DOD, and agency CP/WMO program goals and objectives as well as the 
sequence and timing of their key milestones and warfighter operational plans in addition to their 
relationship witll other programs and support functions in order to plan, organize, and direct study efforts 
and negotiate agreement with vested parties to enhance DTS performance. Renders authoritative decisions 
on technical and policy matters. Serves as the command's interface to oversee evolving CP/WMO 
solutions, associated technological developments and trends, and prepares appropriate command-level 
positions and responses to industry, Congress, Joint Statl~ other combatant commands, Service 
headquarters, and other Federal agency inquiries. 

STANDARDS: 

A. Routinely researches and analyzes CP/WMO policy, laws, rules and other regulatory documents for 
purpose of establishing new policies and procedures. Accurately evaluates new legislation and guidance 
and develops process improvements as required. 
B. Effectively leads and facilitates CP/WMO working group Ineetings. 



C. Accurately analyzes and identifies DTS CWi13W issues, develops appropriate and affordable proposed 
soiutions, assigns appropriate USTRANSCOrvl directorate and/or transportation cOlllponent command as 
office of primary responsibility for timeiy problem resolution, and negotiates and obtains concurrence from 
outside i!lterests for selected courses of action. 

D. Garners support from within DOD for studies, doctrinal changes, and technology enhancements to 
address identified CP/WMD issues impactillg DTS optimiz<llion. . 

E. Ensures thorough and timely coordination of proposed resolutions 10 strategic lift CW/BW issues to 

optimize DTS customer support. 

KSA: 1,2,3,4,5,6,7,8 

OUTY 2: Critical 

Serves as an authority on CP/WMD issues impacting the DTS with the responsibility for monitoring, 
analyzing and developing proactive DOD and national defense options to ensure DOD's strategic lift 
capabilities based on trends within the military, civil sector, industrial base, and anticipated adversarial 
employment of weapons of mass destruction. Responsible for establishing and coordinating 
USTRANSCOM position and policy and providing executive management of the command air base and 
seaport CW/BW operability programs to enhance the worldwide force projection capability of the DTS. 
Advises senior leadership of major CP/WMD policy changes affecting strategic mobility. Negotiates 
significant or controversial issues to achieve a common understanding and satisfactory resolution. Defines 
immediate, mid-range and long-term (I, 5, and 20 year) program objectives. Develops initiatives to: ensure 
reduction of enemy effectiveness through detection, early warning, and active monitoring; reduction of 
damage through passive and active measures by developing policies and procedures for recovery of 
contaminated aircraft and sealift, working with components and combatant command counterparts to 
develop flexible contamination avoidance strategies, establishing effective individual protection training 
programs within the civilian element of the DTS, and assisting theater CINC counterparts in the 
identification of POit mission-essential host nation SUppOit requirements; and provides essential services 
and resources for effective wartime operations. Coordinates with TCCs, CINCs and Services to ensure 
proper definition of balanced priorities for implementation of program requirements at Air Mobility 
Conlmand, Military Traffic Management Command and Military Sealift Command operating locations 
worldwide. Serves as an authority and consultant to other transportation-related organizations regarding 
DTS operations in a CP/WMD environment. 

STANDARDS: 

A. Effectively oversees/directs the timely development/resolution of initiatives that address the protection 
of DTS elements and all essential support (e.g., host nation support stevedores vital to seaport operations) 
as well as recovery procedures of contaminated transportation assets/equipment and their restoration to 
normal operations. 

8. Ensures operational program objectives for one, five, and twenty year goals are clearly defined, 
affordable and obtainaule. 

C. Professionally coordinates with USTRANSCOM/TCC slaffs, other CINC slaffs, Joint Staff, Services, 
and other Agencies to establish, in a timely manner, policies for global operations ill CW/BW environments 
to ensure that the DTS is fully capable of supporting all warfighting CINCs in tile execution of the National 
Military Strategy and their regional engagement plans. 

KSA: 1,2,3,4,5,6,7,8 



DUTY 3: Critical 

Directs programs to analyze the impacts on the DTS' ability to strategic deploy Service units in a CP/WMD 
environment and provides executive management of command chemical/biological warfare defense 
programs. Identifies extremely difficult issues or problems to be studied, plans, organizes, and determines 
the scope ·and breadth of study, then garners sponsorship and funding support. Utilizes data from various 
sources to derive long-range requirements in support of air and sea mobility missions in a 
chemical/biological warfare environment. Coordinates operational exercises, tests and evaluations, and the 
acquisition strategy for chemical/biological defense equipment and systems with TCCs, CINCs and 
Services. Represents the command at multiple action officer through senior executive-level meetings to: 
establish chemical/biological defense priorities for meeting Defense Guidance mid-term objectives; 
determine the allocation of funds for the acquisition of chemical/biological defense equipment; and develop 
long-range research and development strategies for mitigating the emerging chemical/biological warfare 
threat. Develops, coordinates, and defends annual and multi-year budget requirements, in support of the 
command chemical/biological warfare defense program and to annual USTRANSCOM wide program 
reviews. Evaluates defense, commercial, and academic reports and papers on CP/WMD issues for their 
impact on USTRANSCOM's mission. Evaluates and recommends policies for integrating com:nercial and 
coalition transportation and infrastructure assets into enhancing DTS force projection capabilities. 
Participates as a member of various national and international groups with interests in matters of 
chemical/biological warfare (e.g. US delegation to the North Atlantic Treaty Organization Nuclear, 
Biological and Chemical Operations Inter-Service Working Party in Brussels, Belgium, the CtNC/Service 
Joint Contact Point and Test Project (0049) in Washington. DC, and the Counterproliferation Mission 
Support Senior Oversight Group in Washington, DC). 

STANDARDS: 

A. Normally participates in and/or monitors USTRANSCOM involvement in Combatant Command 
CW/BW operational exercises and tests. Ensures timely submission, in accordance with exercise directive, 
ofCW/BW lessons learned. 

B. Solicits, coordinates, and ensures timely submission of USTRANSCOM's annual input to DOD's 
0049 chem/bio testing program. Serves as USTRANSCOM's representative during annual D049 
meeting. Effectively supports 0049 representatives in the prioritization of fiscal year projects, 
identification of project sponsors and funding support. 

C. Evaluates lessons leamed from CW/BW exercises and provides recommendations regarding 
USTRANSCOM CW/BW operational policy within a timely manner. 

D. Accurately establishes and updates, in accordance with the budget cycle, a multi-year 
counterproiiferation budget requirement supported by thorough documentation. 

KSA: I, 4,5,6,7,8 

DUTY 4: Criticnl 

Serve as the primary command action officer/POC for all CWiBW coordination actions Ii'om Joint 
Staff/Services/other CINCs. Coordinates aU CWIBW actions within USTRANSCOM staff. Serves as 
CINCTRANS voting member on various CW/BW Conferences. Sets priorities and prepares scheduies for 
completion of work. Reviews command correspondence and insures appropriate, timely actioll for all 
CP/WMD related actions. Command expert on CP/WMD issues. Keeps CINCTRANS informed on all 
CP/WMD issues (not only those within USTRANSCOM & its component commands but also those being 
pursued by other elements of the DOD, Federal Agencies, coalition partners, and the scientific/academic 
community). Performs analysis ftnd conducts/orchestrates command-level briefings on CW/BW 
issues/concems. Identifies critical issues and assists the joint community in the development of CW/BW 
DTS concems for assessment by the Joint Warfighting Capabilities Assessment 



Deterrence/Counlerproliferatiol1 team. Coordinates USTRANSCOM and TCC SUppOit actions for Joint 
Slaff and Combatant COlllmander exercises and con ferences in reference to CWIB W issues. 

STANDAlms: 

A. Ensures responses to all external inquiries and taskings are complete and accomplished in a timely 
manner. 

B. Crans, coordinates, and submits within prescribed timelines point papers/executive summaries, develop (and 
present when appropriate) formal briefings, and compose while papers/articles for conferences, meetings, etc. 
which are concise, accurate and target audience specific. 

C. Provides illsightful and timely summaries/input into CINC Congressional testimony, CINC Quarterly Report 
to SecDef, and various strategic/national documents (National Military Strategy, SecDers Annual Report to 
Congress; National Security Strategy, Defense Planning Guidance, etc.). 

D. Ensures USTRANSCOM funding of DTS CW/BW concerns is incorporated into the Chairman's Program 
Recommendation (CPR) and the Chairman's Program Assessment (CPA) semi-annual documents through direct 
interaction with Joint Staff; preparing, in a timely fashion, an update of funding con.::erns for CINCTRANS 
discussion, with four star counterparts, during semi-annual Joint Requirements Oversight Council (JROC) 
Conferences; and crafting ofCINCTRANS rebuttal to CJS of proposed CPR/CPA language concerns. 

KSA: 1,3,4,5,6,7 

DUTY 5: Critical 

Manages unit type codes used to deploy specialized nuclear, biological, and chemical (NBC) personnel and 
special mission resources in support of theater war plans and worldwide contingency plans. Conducts 
conferences to resolve support issues, develops long-range plans, and revises unit type codes based on lessons 
learned from contingencies, exercise, and test data. Develops, coordinates, obtains approval, and implements 
policy and guidance for command participation in CW/BW recovery operations. Oversees development of 
subordinate publications for unit plans in response to, mitigation of, and recovery from CW/BW contamination. 
Develops, coordinates, obtains approval and implements policy and guidance for the individual protective 
equipment (lPE) and collective personnel systems (CPS) programs in support of wartime Iluclear, biological and 
chemical defense operations as well as plans for the utilization of IPE and CPS. Participates as subject matter 
expert in research and development to enhance support equipment and systems for personnel protection, 
establishes minimum equipment requirements, and coordinates to ensure adequate levels of compatible 
specialized equipment is programmed for NBC defense of USTRAt-JSCOM personnel. 

STANDARDS: 

A. Ensures Unit Type Codes are developed to accurately define specialized NBC resources needed to meet 
theater war and contingency plans. 

B. Provides accurate and timely technical infonnation and direction to TeCs for establishing policy and 
plans for response mitigation of and recovery from CW/BW contamination. 

KSA: 1,2,3,4,5,6,7 

RECRUITMENT KNOWLEDGES, SK.ILLS, AND ABILITIES (KSA) 

I. Expert knowledge of counter-proliferation/weapons involving mass destruction and force structure 
issues. 



2. Expert knowledge of organizational miSSIOns, objectives, procedures and regulatory framework of 
CP/WMD programs within which DOD, other federal agencies and industry operate. 

3. Ability to design and conduct comprehensive CP/WMD studies adJressing asynllneLrieal 
warfare/operational concerns. 

4. Knowledge of program management functions including planning, programming, budgeting, 
procurement, and resource management. 

5. Ability to communicate complex issues clearly and effectively, both orally and in writing. 

6. Ability to gather pertinent facts and use effective, analytical and evaluative methods to accurately assess 
information and make sound decisions. 

7. Ability to plan, organize, and lead others in studies or projects; to originate new ideas, projects, and 
methodologies; and to negotiate effectively with principles to accept and implement recommendations. 

8. Know ledge of Service force projection goals and the sequence and timing of key operationalmi lestones 
to evaluate and enhance the effectiveness of deployment, sustainment, and redeployment actions in a 
CP/WMD environment. 

Factor I, Knowledge Required By The Position Levcll-8 1550 Points 

Mastery knowledge of counter-proliferation/weapons of mass destruction policies, concepts, principles, 
technologies, and methodologies applicable to air, land, and sea strategic transportation and reception, 
staging, onward movement and integration processes and the interaction of the various modes of 
transportation and their relationship to operational scheme of maneuver, force structure and sustainment 
issues with general knowledge of operations research, physical sciences, engineering, international law, and 
foreign affairs affecting CW/BW. 

Ability to resolve very broad, complex, or sensitive CP/WMD issues impacting DTS operational cUlTent or 
future performance involving diverse organizations, multiple approval authorities, and a variety of policies, 
regulations, and controls. Ability to lead a diverse group of technical and scientific experts from industry 
and government to obtain mutual objectives. 

Expert knowledge. of organizational missions, program management functions (including planning, 
programming, budgeting, procurement, and resource management), and regulatory framework of 
transportation programs within the DOD, other federal agencies, comltlercial customers, and industry sector 
to develop and execute comprehensive and complex programs to optimize the DTS' ability to operate in a 
CP/WMD environment. 

Ability to communicate effectively in writing/orally with all levels of personnel from OSD, Services, 
Federal Agencies, Joint Staff, Transportation Component Commands, and the commercial sector to resolve 
problems, provide direction, andlor prepare briefs. 

Ability to independently plan, design, chart, and direct programs, projects and other work to address DTS 
CW/BW concerns. Is considered the command's subject matter expert on all matters pertaining to nuclear, 
biological and chemical protective and defensive measures, and CW/BW decontamination hazard 
mitigation. 

Factor 2, Supervisory Controls Level 2-4 450 Points 

Works under the general objectives assigned by the supervisor. The employee, having developed expertise 
in the assignment, independently plans and carries out all aspects of the work, coordimiting with others and 
resolving most of the problems that occur. Member is responsible for developing command 



direction/priorities within the chem/biu area and has the authority to plan, schedule, and pursue major 
initiatives, expand their scope, and assign primary office of responsibility, to ensure pursuit of program 
resolution and enhance organizational effectiveness. The employee informs the supervisor about the 
progress, potentially controversial matters, or far reaching implications. Analyses, evaluations, and 
recommendations developed by or under the auspice of this position are normally reviewed by management 
for policy consistency and potential influence on other elements of the DTS or DOD. 

Factor 3, G uidclillcs Lcvel3-4 450 Points 

Guidelines include Public Law, rulings of regulatory agencies, DOD instructions and Joint directives and 
publications, multi-service and service regulations, and command regulations and guidelines. Guidelines 
provide a general outline of the program goals and objectives, but they do not detail the methods used to 
perform or complete work assignments. The employee uses judgment and initiative in interpreting and 
revising existing policy/formulating new policy for use by others both within DOD and the civilian 
transportation industry. Using knowledge of and expert experience in counterproliferation/weapons of 
mass destruction and force structure issues, the incumbent must also review, analyze, and ascertain policy 
shortfalls and propose/effect changes within the doctrine community and develop regulations to affect 
program change and enhance DTS performance. 

Factor 4, Complexity Level 4-5 325 Points 

The work involves substantial analysis of CP/WMD policies, procedures, and operations. The incumbent 
must consider nlllnerous interrelationships and variables to develop new approaches to improve the 
effectiveness and efficiency of deterrence and counterproliferation impacting the DTS operations in a 
nuclear weapons and/or chemical/biological weapons environment. The employee fi'equently serves as a 
project leader to accomplish particularly complex, sensitive, or long term studies concerning CP/WMD 
issues. The large number of different organizations and diverse procedures established by each service 
complicates decisions concerning what needs to be done. Other decisions are complicated by the difficulty 
in determining the scope of the problem in these activities because of such factors as mUltiple authorities, 
policies, and governing regulations; the impact of costs on program resources; and wide dispersion and 
diversity of organizations and activities. The work involves developing innovative solutions and 
implementing instructions for new methodology, policies, or procedures. 

Factor 5, Scope and Effect Level 5-4 225 Points 

The purpose of the work is to assess the efficiency and productivity of the Defense Transportation System, 
especially in transition from peace to contingency operations. Incumbent provides written reports and 
recommendations based on information obtained from conducting working group fact-gathering studies and 
independent research. The work contributes to the improvement of the DTS operating effectively and 
efficiently in a nuclear/chem/bio contaminated environment. The work affects the CP/WMD contingency 
plans of the entire Defense Transportation System. 

Factor 6 & 7, Personal Contacts and Purpose of Contacts LeveI617-3C 180 Points 

Personal contacts are with employees within the USTRANSCOM Headquarters stalT, the Joint Staff, 
Transportation Component Commands (Air Force, Army, and Navy) staff, the staff of other Unified 
Commands, other government agencies (e.g., the Defense Threat Reduction Agency, Federal Bureau of 
Investigation, and Federal Emergency Management Agency), and industry. Contacts vary accordIng to the 
nature of the problem involved, require personal coordination not only with the designated 
agency/command representative but also may require direct involvement with senior executives, and 
require the employee to ensure that the officials contacted have the authority and responsibility to resolve 
problems. 

Purpose of contacts is to resolve operational conflicts resulting from operations in chemical 
weapon/biological weapon environment, to establish policy on the conditions of operation of the Defense 
Transportation System, to develop a plan of action to correct noted deficiencies, and to negotiate or settle 



controversial issues that require escalation because established channels and procedures have failed to 
resolve the issue or comply with previous agreed to plan of action. Persons contacted typically have 
diverse viewpoints, goals, or objectives. The employee is required to achieve a common understanding on 
the problem and a satisfactory solution by convincing the involved parties to arrive at a compromise or 
develop suitable alternatives. Exercises skill and judgment in overcoming resistance to recommendations 
due to organizational conflicts, competing objectives, and/or resource concerns. 

Factor 8, Physical Demands Level 8-1 5 Points 

The work requires no special physical demands. It may involve some walking, standing, bending or 
carrying of light items such as files, computer reports or office supplies. No special physical qualifications 
are required. 

F~,ctol' 9, Work Environment Level 9-1 5 Points 

The work is performed in an olTice setting. 

Other significant facts pertaining to this I)Osition are: Work occasionally requires travel away from the 
normal duty station. Must be able to obtain and maintain a Top Secret clearance. 

CLASSlFICATlON SUMMARY: 


CLASSIFICATION STANDARD(S) USED: OPM PCS Managementand Program Analysis Series, GS
343, TS-98, August 1990 (HRCD-6, January 1999) and OPM FES Administrative Analysis Grade

Evaluation Guide, TS-98, dated August 1990 (HRCD-7, July 1999). 


CLASSIFICATION REMARKS: 


Point range for GS-13 - 3155-3600 Total Points for this Position - 3190 
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GENERAL INFORMATION 


L INTRODUCTION: 

1. The position is located in the Strategy, Plans, Policy, and Programs Directorate (TCJ5), 
United States Transportation Command (USTRANSCOM), Scott AFB, Illinois. This directorate 
provides Commander, USTRANSCOM, the capability to exercise combatant command of 
assigned forces worldwide and to provide air, land, and sea transportation for the Department of 
Defense (DOD) and other federal agencies, both in peace and in a war. The incumbent, as the 
Deputy Director for Strategy and Policy (TCJ5-D), assists the Director for Strategy, Plans, 
Policy, and Programs (TCJ5) by providing leadership, guidance, and direction to the directorate 
and command. The Deputy Director for Strategy and Policy also acts as the principal advisor 
and assistant to facilitate continuous improvement and innovation in the transportation logistics 
and business area related to business strategy for the procurement of commercial transportation 
services, planning, development, and analysis. Provides guidance and support, to include an . 
integrated approach to the areas of command business strategy, customer support, program 
analysis, benchmarking, product development, and environmental assessment. Facilitates and 
expedites continuous improvement and innovation in the distribution business processes, to 
include, but not limited to, identification, evaluation, and assistance with implementation of new 
or improved business initiatives. Focus includes marketing strategies, customer relations, and 
integrated supply and transportation processes. Develops and implements a comprehensive 
customer service program, to include marketing plans for new lift capabilities; takes the Jead to 
work directly with the military Services and defense agencies to develop and implement 
improved mateliei distribution processes in support of DOD customers worldwide. Provides 
oversight; executive review and policy guidance of transportation and traffic management 
procedures and directives for which USTRANSCOM is the DOD proponent. Represents TCJ5 
as the functional consultant on procurement matters. The work requires providing advice on 
extremely difficult and complex issues affecting defense transportation/distribution business 
processes within USTRANSCOM, its component commands, General Services Administration 
(GSA), and the service delivery to customers worldwide. Directs the USTRANSCOM Security 
Cooperation Program to broaden access rights, increase basing options, influence the strategic 
direction of key intemational partners, and strengthen alliances for the future. Command focal 
point and coordinating review authority for development of joint doctrine and joint tactics, 
techniques, and procedures enhancing the nation's strategic transportation system and 
capabilities. Ensures USTRANSCOM and the Defense TranspOltation System (DTS) interests 
are clearly reflected in DOD and Joint Staff strategic policy and planning publications. 
Command focal point for Chemical, Biological, Radiological, and Nuclear (CBRN) doctrine and 
policy. Leads the development of command-to-command agreements. Responsible to 
USTRANSCOM for developing and implementing USTRANSCOM's strategic initiatives, 
strategic distribution, and legislative liaison activities. The command focal point for all 
organizational and distribution transformation. Develops key strategies for improving DOD 
distribution. Identifies, tracks, and coordinates improvements in airlsUliace movement and 
stockage. Analyzes the future environment to develop command vision, goals, and objectives. 
Writes and publishes the command strategic plan and oversees the strategic planning process. 
Prepares Commander, USTRANSCOM, for all congressional hearings and meetings. Key playe:r 
in the development and articulation of USTRANSCOM positions to congress, OSD, JCS, and 



other combatant commands. Coordinates command legislative agenda with OSD, JCS, and 
Service legislati ve offices. Tracks congressional budget actions and coordinates appeals 
impacting the DTS. Provides Commander with recommendations to improve the DTS to SUppOIt 
national security policy. Oversees relationship between USTRANSCOM and congress. 

2. The purpose of this position is to provide a key civilian within the Directorate of Strategy, 
Plans, Policy, and Programs to assist in managing the directorate's strategy andpoIicy functions, 
as well as providing executive level coordination with the component commands (Air Mobibty 
Command, Military Surface Deployment and Distribution Command, and Military Sealift 
Command) to resolve logistical-related issues. Develops strategies and plans that build and 
maintain successful partnerships with customers and industry in the execution of transportation 
and contract-related services. Ensures business aspects are fully and properly considered in 
USTRANSCOM's stewardship of the DTS and TranspOItation Working Capital Fund (TWCF). 
This position provides corporate level continuity on worldwide logistics and business operations 
to the TCJ5, Deputy Commander, and Commander. 

II. DUTIES AND RESPONSIBILITIES: 

l. Principal assistant and advisor to the director for DOD transportation logistics, disnibution, 
and business related matters. Provides guidance to director and divisions and identifies areas for 
process improvement to reduce DOD costs and improve customer service. Provides detailed 
financial information to the TCJ5, Deputy Commander, and Commander to make infom1ed 
decisions on the command's business strategies and CUlTent operations. Works to increase 
pricing (rates) accuracy by identifying total costs consumed by business process activities and 
analyzes existing programs and initiatives from a business perspective to assist leadership in 
decision-making. Works to improve customer satisfaction with better service at the best possibJe 
cost-without sacrificing readiness. 

2. Provides oversight; executive reviews and policy guidance of pertinent traffic management 
poliCies, procedures, and directives. Manages the development, maintenance, and modification 
of the Defense Transportation Regulations (DTR). ResponSible for providing direction and 
oversight for the development of transportation-related programs, policies, and doctrine that 
promote coordinated transportation operations among component commands and external 
agencies. Responsible for development of strategic distribution processes utilizing suppl y cll ain 
practices to improve the timeliness and reliability of material delivered to DOD customers. 
Responsible for the command policy relating to the Personal Property Shipment and Storage 
Program, Vehicle Processing Center Program, Passenger Movement Programs (including the 
GSA City Pair Program), Freight Movement Programs (including the GSA Domestic Small 
Package and Freight Program), and publication of the DTR. Serves as the command's senior 
functional expert on policy decisions related to use of in-transit visibility (lTV) technologies. 
Responsible for policy oversight of DOD Customs and Border Clearance Program. Responsi ble 
for logistics readiness support to the USTRANSCOM Crisis Action Team and industry 
development of CONOPS to ensure sustainment delivery to the warfighting commanders. 
Provides direction and oversight for matters dealing with the transportation of hazardous and 
controlled material. In conjunction with TCJ6, reviews, analyzes, and integrates the DOD 
Transportation Data Administrative Program. In conjunction with TCJ6, reviews, analyzes, and 



integrates all DOD major transpOltation automated systems to ensure they meet the 
peacetime/wartime transportation requirement. 

3. Responsi ble for the development of joint doctrine and joint tactics, techniques, and 
procedures that enhance the nation's strategic transportation system and capabilities that ensure 
the command and DTS interests are clearly reflected in DOD and Joint Staff strategic policy and 
planning publications. Also serves as command focal point for Chemical, Biological, 
Radiological, and Nuclear (CBRN) doctrine, policy, testing, and studies. Develops command-to
command agreements with other combatant commanders, and coordinates Memorandums of 
Agreement (MOA) and Memorandums of Understanding (MOU). Manages the 
USTRANSCOM Security Cooperation Program to broaden access rights, increase basing 
options, influence the strategic direction of key intemational partners, and strengthen alliances 
for the future. Also' serves as the command focal point for key Joint Strategic Planning System 
documents: Quadrennial Defense Review, Unified Command Plan, Forces For Unified 
Commands, National Seclllity Strategy, National Military Strategy, Joint Vision, and the 
Strategic Planning Guidance. Advises the Commander on mobility roles, missions, and 
command relations. 

4. Advises TCJ5 on complex DTS procurement actions and problems for procuring commercial 
transportation services. Develops command strategies on alternatives as required to meet 
operational requirements. As necessary, reviews transportation component command 
contracting proposals, pricing alTangements, funding problems, and other similar matters. Offers 
specific suggestions for changes and improvements. 

5. Analyzes existing programs and initiatives from a business and end-to-end distribution 
perspective to assist leadership in decision-making. Identifies and evaluates new and improved 
business process initiatives to assess impact on the DTS. Takes action to eliminate potential 
problems that jeopardize the command's ability to provide responsive transportation to the 
customers. Coordinates at the flag and executive level with transportation component 
commands, supported combatant commanders, other DOD agencies, and affected civilian 
agencies on a wide range of transportation issues. Provides recommendations to the TCJ5, 
Deputy Commander, and Commander as needed to resolve problems. 

6. Turns ideas into business plans for corporate decision-making; optimizes common business 
practices. Responsible for the repository of business metrics. Formulates business 
standards/objectives needed to integrate USTRANSCOM within the Transportation Component 
Commands. Measures and repOlts the performance of command standards and objectives. 
Develops a means to identify performance standards to customers and maintain predictable 
service objectives. 

7. Supports command budget preparation. 

8. Responsible for the integration and continuity of effort among the two deputy directors and 
their subordinate divisions. Manages and ensures operations, logistics, and business processes 
are a coordinated effolt to meet directorate and command goals. Completely familiar with 
directorate taskings and ongoing operations and is responsive to the TCJ5, Deputy Commandr, 



and Commander. In the absence of the director, is responsible for directing the operations of the 
TCJ5 directorate. 

9. Work Force Directed: Directly supervises 2 of the directorate's 4 division chiefs (0-6 level) 
and, indirectly, over 70 military and civilian employees. Perfomls typical managerial and 
supervisory functions, such as appraisals, persOlmel selection, grievance resolution, and funds 
oversight. 

III. CONTROLS OVER WORK: 

1. The Deputy Director for Strategies and Policy (TCJ5-D) reports directly to the Director, 
Strategy, Plans, Policy, and Programs Directorate (TCJ5). The. incumbent functions under the 
broad guidance and policy direction of the Director, Strategy, Plans, Policy, and Programs. 
Based on this guidance, the deputy director issues direction and oversees the work effort of the 
division chiefs and subordinate branches. The incumbent is the focal point and recognized 
atithority conceming strategic transportation and business operations. Responsible for 
maintaining status and recommends changes to the worldwide intemlodal structure, as necessary. 

2. The incumbent is authorized to speak on behalf of and commit USTRANSeOM to actions 
within his/her area of responsibility based on current policy and procedures. Such decisions a.re 
considered final, authoritative, and directive. 

IV. OTHER SIGNIFICANT FACTS: 

1. The incumbent must have strong knowledge ofDTS, DOD supply chain processes, general 
business practice, acquisition practice, and broad knowledge of the Global Command and 
Control System (GCeS), as well as Global Transportation Network (GTN). Working knowledge 
of the National Security structure with emphasis on the JCS and unified and specified 
commands' role and communication lines is also necessary. USTRANSCOM exists to provjde 
logistics SUppOlt to the Services at the direction of the Joint Staff. In-depth understanding of 
how joint activities and commands operate, and the degree to which coordination is required,is 
mandatory. Experience in working and negotiating with the civilian transportation industry is 
also extremely important. Understanding of how the civilian transp0l1ation industry operates 
and an appreciation for the high degree of coordination required is essential. Also, the 
understanding of the capabilities and limitations of the reserve/guard components is importart 
since USTRANSCOM is dependent upon the reserve/guard components for 50 percent of its 
organic transpoltation capability. 

2. Must possess knowledge of govemment policies, directives, and other regulatory 

memorandums conceming progranl management, utilization, acquisition, modeling, and 

standardization of DTS processes. Must be able to exercise substantial knowledge of federal 


. ADP, DOD, commercial carriers, GSA, and other DTS component regulations and policies. 
Comprehensive knowledge of Federal Acquisition Regulations (FARs) and laws conceming he 
acqliisition, administration, and management of contracts. 

3. This position is critical-sensitive and requires a Top Secret (SCI) security clearance. 



4. The Deputy Director for Strategies and Policy (TCJ5-D) will be required to travel on both 
scheduled and nonscheduled aircraft, as well as other modes of travel under conditions specified 
in the DOD Joint Travel Regulations. The incumbent is expected to travel on short notice to 
attend high-level meetings with USTRANSCOM components, other CINCs, the Services, JCS, 
DOD, and other agencies or organizations to obtain quick resolution to problems or to gather 
supporting information to assist in the decision process. 

5. The incumbent must implement, promote, and effectively support equal opportunity for all 
personnel. The incumbent must follow the provisions of labor agreements and applicable 
directives pel1aining to personnel management. 

6. The Deputy Director for Strategies and Policy (TCJ5-D) is required to file a statement of 
financial interest (DD Form 1555). 



AMENDMENT TO 

SUBSTANTIA TING ANALYSIS 


DEPUTY FOR STRATEGY AND POLICY 

ES-0301 


UNITED STATES TRANSPORT A TrON COMMAND 


1. BACKGROUND INFORMATION (Amended): 

The subject position is located in the Strategy, Plans, Policy and Programs Directorate, 
(TCl5). Due to a major reorganization and the stand up of USNORTHCOM the prior 
functions of J4 and J5 were merged. USTRANSCOM memoranda dated 21 May 2002 
and 30 May 2002 further discuss this merger. 

The previous cluties and responsibilities of the position have been updated and expanded 
to reflect changes in terminology and technology. In addition, a new duty was added. 
The subject position is responsible for the development ofjoint doctrine and joint tactics, 
techniques, and procedures that enhance the nation's strategic transp0l1ation system and 
capabilities. 

2. REFERENCES (Amended): 

d. Deleted, referenced guide no longer exists. 

3. TITLE AND SERIES DETERMINATION (Amended): 

No titles are specified for this series. The duty title, "Deputy for Strategy and Policy" is 
the most appropriate title for this position as it reflects the organizational and managerial 
duties and responsibilities of the position. 

4. GRADE DETERMINATION (Amended): 

Grade level determination was made in 1997 using the United States Civil Service 
Commission, Position Classification Standard (PCS) Guide for Appraisal of Scientific 
Positions Proposed for GS-16, -17, -18, TS-51, Apr 64. This standard is no longer in 
existence; therefore, the grade determination can not be revalidated. Current PCS must 
be applied to this position. 

CONCLUSION: 
The purpose of the redescription of the subject position does not substantially change the 
original position. The title and duties are approved as amended. An analysis and 
evaluation of the position must be accomplished, preferably, within a 12 month period. 
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~ Q !1AY zonl 
jvlEMORA.NDUM J STAFf AND CHIEFS OF Dffi.ECT REPORTD'.JG ELEMENTS 

FROM: TCCS 

SUBJECT: Manpower Change Moratorium and Freeze of HQs Civilian Position Classification Reviews 
for Upgrade and Filling of Vacant POSilioll~ 

I. Due to the 15% headquarters reduction and organizational assessment study cunem!y being conducted 
by Logistics Management Institute (UvH), USCINCTRANS instituted a moratorium on manpower 
changes until the organizational assessment is finished no iater than 30 Sep 02. The 21 May 02 
memorandum also directed a civilian hiring freeze to ensure we have sufficient civilian vacancies to meet 
our current and future reduction targets while minimizing the impacf to our civilian workforce. 

:!. TCJ I-M instituted the moratorium on all manpower changes in order to maintain a static environment 
while LMI comprehensively assesses the structure and responsibilities of our command. TCJJ-M willtlOt 
process any manpower or organizational changes affecting HQ USTRANSCOM (does not apply to Jle, 
JOSAC. JDTC, or GPMRC) unti I the organization assessment is finished. 1 will, however, consider on a 
case-by-case basis, exceptions to manpower coding that affect the hiring or recruitment of key positions. 
Directors must submit a SSS, through TCll to TCCS, to include (he Manpower Change Request (lv1CR), 
justifying the need for an exception. 

3. Te] l-C implemented a civilian hiring freeze by halting the classification and filling of all 
Management Headquarters civilian positions until 30 Sep 02 (does not apply to HC, JOSAC, JDTC. or 
GPMRC). All supervisors with vacant positions currently being tiiled were notified. During (his interim 
period, supervisors may usc temporary promotions, official details, andior temporary hires ill lieu of 
filling vacant civilian positions on a permanent basis. Additionally, supervisors may still submit requests 
for encumbered classification reviews of civilian positions nol requiring an upgrade. 

4. r will also consider exceptions for the fill of permanent civilian positions on a case-by-case basis. 
Directors must submit a SSS justifying the need for an exception tr..rough TCn to TCeS. The 
ju~tificalion for an exception must identify whether the position is an at:thorized billet on the Joint 
Manpower Document. In two to three sentences, state the primary purpose of the vacant position. 
Identify very specific reasons why the directorate cannot staff the position through a temporary 
promotion, detail of anotber civilian employee, or temporary assignment of a military member. The 
justification must provide specific information to support the need to fill the position with a permanenf 
employee. Broad sweeping stand-alone phrases such as, "Critica l wjssion will fail unless a permanent 
employee is hired" are insufficient. In addition, stating the number of other civilian or military billet 
vacancies in lhe brallch, division. or directorate to document a need is also insufficient. Describe your 
altemative(s) for accomplishing tlte most critical work of the position in the event your request is not 
approved. 

5. if you have questions regarding this moratorium/freeze or necJ assistance in effectively utilizing your 
cunent civilian and military workforce to temporarily address your mission requirements based on your 
current organizational structure, please contact: Ms. Amy O'Connor, 229-8181,TCll-C and Lt Col 
Shannon Swilts, 229-7088, TCl I-M; to address civilian personnel and manpower matters respectively .. 

OPTIONAL FORM 99 (7-90) 

FAX TRANSMITTAL CA.RIoS~~ 
Major Gener:ll, U.S. Army· 
Chief of Staff 

(b)(6)
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No\! 04 04 07: ,46a 

21 May 2002 

MEMORANDUM FOR J STAff AND CHJErS OF DIRECT REPORTING ELEMENTS 

FROM: Teec 

SUBJECT: USTRANSCOM Organizational Assessment and Associated Personnel Policies 

1. This memorandum announces my decision to conducl an organizational assessment that will 
enable this command to best perfOlm its global mission within existing resource constraints. We 
have partnered with the Logistics Management Institute (LMI) to restructure. and streamline in 
order to meet evolving mission changes while also accommodating a loint Staff-directed 
headquarters reduction, I have asked the DCINC and the Chief of Staff, along with a core group 
of staff members, to work closely with LMI in this endeavor, 1 solicit your support in sharing 
information and ideas with this team, a& this is your opportunity to shape and influence our 
future. 

2. The Secretary of Defense is committed to achieving a 15 percent headquarters reduction 
DOD-wide and meeting militury objectives 'with no increase in end strength. As a result, lhe 
10int Staff plans to use a portion of the headquarters reduction in the unified commands to 
provide the manpower positions required to stand up USNORTHCOM. Our fair share of the 
first increment is 21 billets (14 military and 7 civilia.n) which must be identified by 15 Jul 02 and 
off our manpower buoks by 30 Sep 03. I am confident we can execute this cut through atrrition 
with no adverse personnel impact. The Joim Staff is now working the details of the next 
reduction needed to complete t;,e round out of USNORTHCOM and the remaining cuts required 
to meet the 15 percent target. 

J. I assure you we are taking every step possible to accomplish this reduction with minimal 
adverse personnel impact. To create a static environment during the assessment, while also 
helping to reduce adverse personnel impact, I am instituting a civilian hiring freeze 'and putting a 
moratorium on manpower changes until the assessment is completed in Sep 02. 

4. To keep everyone info1111Cd of this study. request you share this information throughout your 
staffs, I solicit your full support and thai of your staffs in completing this assessment and assure 
you that the slate of our workforce is always foremost in my mind. 

(J;;~
General, USAF 
Commander in Chief 



SUBSTANTIATING ANALYSIS FOR 

DEPUTY FOR LOGISTICS AND BUSINESS OPERATIONS 


(USTRANSCOM) 


1. Background Infomlation: This position is located in the Directorate of Operations and 
Logistics (TCJ3/J4) which is responsible for centralized control and visibility over 
DOD's transportation assets as USTRANSCOM implements its role as the single 
manager for DOD transportation requirements. The position also perfonns analytical and 
evaluative assignments involving Defense Transportation System procurement! 
acquisition issues. 

2. References: 

a. Office of PersOlmel Management (OPM), Position Classification Standard 
(PCS), Miscellaneous Administrative Progranl Series, GS-301-XX, TS-I06, .Tun 91. 

b. OPM Series Definition, Contract Specialist, GS-II02-XX 

c. OPM Series Definition, Administrative Program Series, GS-301-XX. 

d. United States Civil Service Commission (CSC), PCS, Guide for Appraisal of 
Scientific Positions Proposed for GS-16,-17,-18,TS-51, Apr 64. 

3. Title and Series Determination: The series definition for Administrative Program 
Series positions GS-301-XX includes positions (the duties of which are to advise on, 
supervise, or perform work) which involve two or more specialized functions or other 
work not specifically included in other series within this group. Subject position will 
supervise and manage work seen in both the Traffic Management and the Contract 
Specialist series. Additionally, subject position requires significant knowledge and 
background of the Defense Transportation System to effectively perform as single 
manager for DOD's transportation assets. Specific title will be detennined after grade 
level of the position is evaluated. 

4. Grade Determination: The Administrative Program Series, GS-30 1, provides grade
level criteria which is recommended for use to evaluate positions within the 
Administrative occupations. This standard does not, however, provide criteria suitable 
for evaluating executive-level responsibilities. The Guide for Appraisal of Scientific 
Positions proposed for GS-16, -17, -18 provides criteria applicable for positions in which 
the grade-level is derived primarily from assigned management of program responsibility. 
Although the guide was developed for scientific positions, the material is suitable for use 
for other positions at these levels. Subject position closely aligns to the "executive" type 
of position described in the guide·. Evaluation is based on the following factors: 

E-l Scope, character, and effect of the program. 



E-2 Responsibility and authority. 

E-3 Teclmical and managerial demands of the work. 

E-4 Impact of exceptional qualifications, achievements, and professional 
stature of the incumbent. 

Presence of these factors indicates position's executive responsibilities warrant 
classification above the GS-IS level. 

E-I--Scope. Character. and Effect of the Program. This factor measures the extent the 
work performed contributes to the mission and objectives of the agency. Subject position 
is located at the unified command level reporting to CINCTRANS and then to the Joint 
Chiefs of Staff and Office of the Secretary of Defense. 

The Operations and Logistics Directorate provides centralized control and visibility of 
DOD Transportation and air refueling assets and movement operations conducted by 
component comrhands. The directorate is responsible for joint crisis action planning, 
management, anq execution during peacetime movements, contingency operations, and 
national emergencies. Additionally, the directorate is responsible for oversight of 
transportation and traffic management as well as acquisition procedures for DOD and 
review of programs such as the Personal Property Shipment and Storage Program, the 
Motor Carrier Freight Program, the Intermodal Sealift Program, the International Air 
Passenger and Cargo Programs, and the Military Standard Transportation and Movemel1ts 
Procedures Program. These are major elements of the DOD transportation program and 
are worldwide in nature. An example was Operation JOINT ENDEA VOR when TCB/J4 
exercised command and control of over 8,S18 Air Missions and 4 Sealift voyages; 
transporting over 80,207.8 Short Tons, 505,978 Sq Ft, and 71,459 passengers. Similar 
command and control requirements were necessary for the Oklahoma City Bombing; 
Operations QUICK LIFT, VIGILANT SENTINEL, ASSURED RESPONSE, DESERT 
FOCUS, DESERT STRIKE, PACIFIC HAVEN, and MARATHON. As an example of 
worldwide nature of transportation operations, USTRANSCOM supported humanitariall 
relief in Bosnia, Haiti, Kenya, Somalia, Angola, and Yugoslavia, while also providing 
Hurricane Andrew relief to Homestead AFB, Florida. ' 

These programs heavily impact civilian industry, which is relied on to provide a majori-q 
portion of lift assets for DOD. Moreover, Congress has considerable interest in 
humanitarian relief eff0l1s, since they affect our national strategy_ The operations 
directed by this position are funded through the $4 billion Transportation Working 
Capital Fund (TWCF), which represents a significant expenditure of resources. The 
entire Defense Transportation System is highly dynamic and facing considerable 
adjustment with changing world scenarios. These aspects of this position fully meet the 
intent of Factor E-l in this standard. 



E-2--Responsibility and Authority. Subject position functions as a full deputy to the 
director (two-star position) with responsibility for managing all directorate programs, 
policies, and doctrine which promote coordinated transportation operations among 
component and external agencies. Develops and recommends procurement/acquisition 
policies and procedures related to transportation needs of USTRANSCOM. Assures 
appropriate integration of needs of all transportation modes. Subject position will have 
authority to make decisions and commit resources affecting the scheduling and 
commitment ofmulti-million dollar transportation resources (Military Sealift Command 
controlled ships, Air Mobility Command airlift, etc.). Policies and procedures 
promulgated by the incumbent will have far-reaching effects on DOD transportation 
programs. In addition, operations reflect on the country's ability to project forces 
globally to meet national security objectives. Position meets the intent of factor E-2. 

E-3--Technical and Managerial Demands. Considered under this factor are requirements 
for breadth of knowledge, general executive and supervisory abilities, creativity, and 
ability to meet and deal with others. Subject position falls within the midrange for this 
factor. The programs evaluated by this position are highly complex and currently under 
significant change due to world scenarios. Concepts are incompletely developed, 
necessitating numerous feasibility studies. However, intense involvement of scientific 
and engineering fields is not as prevalent in this position as would be seen in developing 
advance weapons systems. Therefore, the highest degree for this factor is not appropriate 
and credit in the midrange is warranted. 

E-4--Impact of Qualification. Achievements, and Professional Stature of the Incumbent 
This factor is concerned with the impact of exceptional qualifications, achievements, ani 
professional stature of the incumbent on the normal level of an executive position. This 
factor does not apply to subject position. Incumbent must have executive skills as 
described at the normal level. There is no requirement for "exceptional" qualifications 
which would impact the grade of this position. Must have mastery of government 
contracting laws and policies, including teclmiques of acquisition and contracting 
operations and detailed procedures of department contracting requirements, e.g. Federa] 
Acquisition Regulation and Defense Federal Acquisition Regulation (DF AR), in order 10 

develop policies and procedures and provide assistance to components on complex 
procurement/acquisition problems. Needs excellent knowledge of business and industn 
practices and procedures related to land, sealift, and airlift transportation. This includes 
knowledge of market sources and special provisions found only in land, sealift, airlift 
and/or transportation intermodal acquisitions. Knowledge is used to develop policies ani 
procedures and resolve complex problems in a realistic and responsive manner. 

CONCLUSION: 

Subject position requires executive skills as described in the Guide for Appraisal of 
Scientific Positions Proposed for GS-16, -17, -18; therefore, classification to the Senior 
Executive Service (SES) is considered appropriate. Recommended title is Deputy for 
Logistics and Business Operations. 



Final Detennination: 

Deputy for Logistics and Business Operations ES-301. Approval of this action will not 
cause other positions to be upgraded. 
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( NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) STANDARD POSITION DESCRIPfiON(SP6)""~ 
. POSITION AND HIRING INFORMATION 

STANDARD POSITION 2. POSITION TITLE  3. OCCUPATION.\L CODE 
NUMBER 0301 

.3280 Supervisory Transportation Analyst 
4. ORGANIZATIONAL TITLE 5. CAREER 6. PAY -----,I--,7:::-.-.P::7AT 8.TARGET --r---s.-oPrJl FUIJCTICNAL

GROUP SCHEDULE BAND PAY t3AND CODE 


Oistribu tion Performance Chief 
 0301 YC 02 

10. ORUGTEST 11. BUS CODe 12. FAIR LABOR STANDARDS ACT 13. DOD SUPERVISORY 
STATUS 8. AF SL 


X YES NO 8888 


. 
02 

J::! 
2 

r-:-:14'i-.-:K~E::;;Y';:;/:;::EM;:E:=':R~G~E;:;N!;-;C~Y~:::""':;1:-;:5-.-;;M"'O:;:;B;';';IL'7-IZ:::!-:A;-:;T;:;:'0"'N:7':':IN':'::D~IC=-A:-::T::-;0::-:::R::----'-7.16::-."E""N""V""IR"'O:-:'N7;'M7;e::";N:-=TAuHAZARD ;-17. CERTIFICATIO~ REQU IRED - 
ESSENTIAL DIFFERENTIAL 

NfA 

18. POSITIVE EDUCATION REQUIREMENTS 19. LANGUAGE REQUIRED I 20. LANGUAGE IDENTIFIER 

I 

YES _x_NO 

21, FINANCIAL STATEMENTS REQUIRED 22. POSITION SENSITIVITY 23. PAY POOL IDENTIFIER-riJ:l.AUTeN8EiGISM~ 

YES X No Special Sensitive (SCI) 
1I 
I ' -

AMENDMEfiT 

YES _ ,'10 
r2~5~.~OU~T~IE~S~a-~--------~~--------~-~--~------------------·-----------~ 

Serves as the Chief. Distribution Performance Branch, Operations Support Division. Plans, directs, organizes, and 
exercises control over subordinate employees. Assigns work to subordinates oased on priorities difficulty of assignments, 
and the capabilities of employees. Provides technical oversight. Develops performance standards and rates err.ployees. 
Interviews candidates tor subordinate positions and recommen·js hiring. ;:Jrom~tjons, or reassi;lnments. Takes d;sciplinary 
measures such as warnings and reprimands. Identifies, arranges. and provides developmental and training needs of 
employees. Provides a work environment that is free trom all forms of discrimination, harassment. and retaliation. 
A,ddresses subordinate's concerns. whether perceived or real, and follows up With appropriate action to correct or ellmmate 

'lsion in the workplace. Supports the agency's EEO program. Provides technical expertise and experience on fT1aUers 
Jncerned with the broad field of force projection, strategic mobility, deplcynlent, sustainment. and redeployment of cargo, 

passengers, and fuel through the worldwide Defense Transpor1ation System. Sets objectives and coordinates activities of 
the Joint Staff. COCOMs, military service and agency program managers \',<thin a budget-constrained environmem. Uses 
quantitative and qualitative methods and techniques. and skill in application of sop'1isticaletJ modeling and simuli1tion tools 
and databases to provide complete. time-phased, origin-to-destinatio1 ar.alysis. Researches and analyzes transportation 
policy, doctrine. public laws, rules and regulatory documents to established new Joint Deployment and Distribution 

. Enterprise (JODE) operational and system procedures. Principle TCAC representative to DoD·level planning b03rds 
setting JDDE priorities across multiple disciplines. Participates in USTRANSCOM exercises and training events as an 
integrated operations subject matter expert. Provides services as training aid, whi:e cell and consultant for exercise 
planning and event design. 

26. POSITION'S ORGANIZATION 

USTCfTCAC 


28. a. DUTY'Sl'ATi"ON (City 

Scott AFB. lliinos, IL 

Competitive 


27. POSITION OCCUPIED 

b. GEOGRAPHICAL 

177835163 

-

29. Core Competencies 

Air Force Skill Codes: 

Skill Code Shred SUbshred- Tlteral Translation-·· - . - ---~ 
j----··--..··-·-Transportatlon Spec ails!· - -- - - --- FKM CMW 

f--::-:;:;;;-____!_7-;:;':--__i-:;;;=-.-.t-___--t-,:;C:::on:=l::in=e:-;n;;:c"='fM;:-::obili.ty~'~ Pia 1nm9 ___ •.___ _ 
50% ARL C Program Analysis· 

f-____I-____.,___.f_____f-...::C:..::o:..:.;nl:.::.in:.><.e::..:n.:::::L:..f:..:.;M..:.:ob::..::ili~l\Na.!.FE!~I!:!1l ____ 
----~L....___-"-_____'--__-'--___--'-_____ __ ---- 

DO FORM 2918. Jul 2006 
Air Force SCPO Automated Form· Jul2006 

(b)(6)
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NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION 

1. Thorough knowledge and skill in leading, facilitating and managing significant numbers of members who must work 
together to establish processes and procedures for dealing with a wide-range of deployment and distribution situations. 
2. Expert knowledge of organization missions, objectives. procedures and regulatory framework of transportation/logistics 
management programs. 
3. Expert knowledge of transportation, distribution. traffic management. and logistics operations systems, policies, 
concepts. principles and methodology applicable to air. land and sea transportation as they apply to deployment and 
distribution management. 
4. Ability to resolve very broad, complex. or sensitive deployment and distribution problems or issues. 
5. Knowledge of safety. security, and EEO regulations, practices, and procedures. 
6. Ability to plan, organize, and direct the functions and staff of an organization. 

1. Employee may be required to travel by commercial or military aircraft in the pelformanca of temporary duty (TOY) 
assignments. . 

2. Employee must possess a TS/SCI clearance. 
3. May be required to participate in non-traditional work schedules involving partiCipation in round the clock 

operations, or otherwise work beyond, or outside of traditional hours, or work or tours of duty. 
4. Drug Testing required. 

A. DOD RESERVED 

2008/07108 

HR Specialist (Staffing & Classification) 

DO FORM 2918, Jul 2006 
Air Force SCPO Automated Form - Ju12006 
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fE~; TEMPLATE· 08/96 Version 

cAIR FORCE CORE PERSONNEL DOCUMENT c 
(

STA TEMENT OF DIFFERENCES C 
. . JC) -toi II-.A ( 

ORGANIZATION: USTRANSCO~V~ CPD NUMBER: 9S4'"1..9",.\S{)01. ( 

SUPV LEV CODE: 8 COMP LEV CODE: 478A ( 

TARGET GRADE: I 1 FLSA: Exempt ( 

JOB SHARE: No CAREER PROG ID: None 
SENSITIVITY: Critical-Sensiti ve BUS: Im6 
EMERGENCY ESS: No DRUG TEST: NtA 
KEY POSITION: No POSITION HIST: New 

CLASSIFICATION: Legislative Affairs Specialist GS.301-)(? (11) 
DUTY TITLE: 

ORG & FUNC CODE: CSY 

I ST SKILL CODE: 50% AKTAKU Specialist! Analyst/LegisJative Liaison 

2;\0 SKILL CODE: 500/0 AKTAJT Specialist!Anal yst!Congressional Inq uiries 

3RO SKILL CODE: 


5 O~ o"D0t:11k rm~ 
CLASSIFIER SIGNATURE DATE 

SUPERVISOR'S CERTIFICATION: 

J ..:ertify that this Core Personnel DOi..:umem 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 t at false or misleading sj.Q.tements may constitute violations.of such statutes or their implementing C;-()
re2ulations. 

SuPERVISOR: \~. . a{./l~. . (-; Oc-/- o'J 
---------------------- 

SUPERVISOR I NAT DATE 

CERTIFICATION

IRaterlSupv. ! 
D a Ie 

Reviewer 

D a Ie 

Employee' 

I D a Ie 

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

AF Form 1003 APR 90 (COMPUTER GENERA TED) 

http:violations.of


CORE PERSONNEL DOCUMENT Number: 9S4l938001 

PURPOSE OF POSITION AND ORGANIZA TlONAL LOCATION: 

The primary purpose of this position is: to serve on the USCINCTRANS' Action Group as a member of the 
Legislative Affairs Team. As outline'd in the Group's charter, this team serves as the single point of contact for all 
VSCINCTRANS' congressional activities and performs as the central point of contact for all component legislative 
activities. The purpose of this position is to serve as a Legislative Affairs Specialist, assisting in the oversight of the 
relationship between USTRANSCOM and Congress. The incumbent performs analysis and provides technical 
advice as a team member for Congressional matters. Functions as an analyst and participates in the development and 
preparation of presentations dealing with congressional hearing "skull sessions"; Questions for the Record 
preparations; and legislative trip coordinati9n. The incumbent will research and resolve congressional legislative 
issues that commonly arise in supporting CINCTRANS involving congressional relations and the preparation and 
presentation of testimony before Congress. 

The organizational location of this position is: United States Transportation Command, Commander in Chiefs' 
Action Group, Scott Air Force Base, IL. 

ORGANIZATIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of this position are: to provide USCINCTRANS(CINC) the highest level 
of visibility on critical mobility programs on Capitol Hill and prepare the CINC for personal appointments, 
Congressional Hearings and Testimony. using an array of tools to ensure crucial Defense Transportation System 
(DTS) issues are appropriately related to the Congress of the United States. 

THIS IS A DEVELOPMENTAL POSITION WITH FULL POTENTIAL TO. GS-301-11. 

Duties. responsibilities, and all other factors (except those below) are at the full performance level as identified in the 
attached position description. 

CLASSIFICATION FACTORS 

Factor 1, Knowledge Required by the Position Level 1-6 950 points 

Knowledge of Legislative Affairs management principles, organizational theory and techniques of analysis and 
evaluation, and skill in applying analytical and evaluative techniques to the identification, consideration, .and 
resolution of issues or problems of a procedural or factual nature. The issues or problems deal readily with 
USTRANSCOIvl's congressional activities and facilitate strategies to achieve command legislative objectives. 

Knowledge of standardized administrative practices and procedures to conduct studies of clerical and administrative 
work processes in various organizations. The work may include such techniques as gathering information, 
identifying and analyzing legislative issues and developing recommendations to resolve substantive legislative 
problems. 

Ability to identify. analyze and recommend solutions to Legislative Affairs problems in organizational structures, 
staffing, administrative procedures, work processes or work load distribution. 

Knowledge of established Legislative Affairs management principles, pertinent administrative regulations, and 
staffing guidelines plus the skill in applying work measurement techniques to conduct studies of clerical, trades, 
technician, and or administrative support positions within the organization. 

Skill in preparing and delivering briefings concerning Legislative Affairs to managers. 
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CORE PERSONNEL DOCUMENT Number: 9541938001 

Factor 2, Supervisory Controls Level 2-3 275 points 

The supervisor assigns specific proje'cts and establishes deadlines for completing work. The supervisor or higher 
graded analyst provides assistance on controversial issues and/or with application of analytical methods. 

Incumbent plans, coordinates, and carries out the successive steps in factfinding and analysis of issues. Problems are 
normally resolved by the incumbent in accordance with office policies, management theory and occupational 
training. 

Work is reviewed with overall requirements and for consistency of facts and figures, choice of methods and 
practicality of recommendations. Findings and recommendations are reviewed prior to release or discussion with 
management officials. 

Factor 4, Complexity Level 4-3 150 points 

The work involves dealing with Legislative Affairs problems and relationships of an administrative nature or 
portions of more complex Legislative Affairs processes. 

As a team member, the inclumbent analyzes a variety of Legislative Affairs for compliance with established 
procedureal aspects and then coordinates with the Legislative Affairs team members in developing techniques and 
systems for resolution and development of strategy. 

CLASSIFICATION SUMMARY: 

CLASSIFICATION STANDARD(S) USED: 

OPM Position Classification Standard for Miscellaneous Administration and Program Series, GS-301, Jan 1979 
OPM Administrative Analysis Grade Evaluation Guide, Aug 1990, TS-98. 

GS-09 Point Range: \855-2100 
Total Points GS-09/11 1920 

Final Classification: Legislati ve Affairs Specialist, GS-030 1-09 (Target 11) 
See attached PD for GS-ll dutieslclassification criteria 
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ORGANiZATION: USTRANSCOMfTCCC-X CPO NUMBER: 9541938001 
SUPV LEV CODE: 8 COMP LEV CODE: 478A 
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JOB SHARE: No CAREER PROG 10: None 
SENSITIVITY: Critical-Sensitive BUS: 1036 
EMERGENCY ESS: No DRUG TEST: N/A 
KEY POSITION: No POSITION HIST: New 

CLASSIFICATION: Legislative Affairs Specialist GS·301·11 
DUTY TITLE: 

ORG & FUNC CODE: CSY 
1ST SKILL CODE: 50% AKTAKU Specialist/ Ana\yst/Legislative Liaison 
2:"D SKILL CODE: 50% AKTAJT . Specialist/ Analyst/Congressional Inquiries 
3RD SKILL CODE: 
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I certify that this Core Personnel Document 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 
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regulations. 
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CORE PERSONl\TEL DOCUMENT 	 Number: 9S4193800 1 

PURPOSE OF POSlTION AND ORGANIZA TIONAL LOCATION: 

The primary purpose of this position is: to serve on the USCINCTRANS' Action Group as a member of the 
Legislative Affairs Team. As outlined in the Group's charter, this team serves as the single point of contact for all 
USCINCTRA1~S' congressional activities and performs as the central point of contact for all component legislative 
activities. The purpose of this position is to serve as a Legislative Affairs Specialist, assisting in the oversight of the 
relationship between USTRANSCOM and Congress. The incumbent performs analysis and provides technical 
advice as a team member for Congressional matters. Functions as an analyst and participates in the development and 
preparation of presentations dealing with congressional hearing "skull sessions"; Questions for the Record 
preparations; and legislative trip coordination. The incumbent will research and resolve congreSSional legislative 
issues that commonly arise in supporting CINCTRANS involving congressional relations and the preparation and 
presentation of testimony before Congress. 

The organizational location of this position is: United States Transportation Command, Commander in Chiefs' 
Action Group. Scott Air Force Base, IL. 

ORGANIZA TIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of this position are: to provide USCINCTRANS(CINC) the highest level 
of visibility on critical mobility programs on Capitol Hill and prepare the PNC for personal appointments. 
Congressional Hearings and Testimony, using an array of tools to ensure crucial Defense Transportation System 
(DTS) issues are appropriately related to the Congress of the United States. 

DUTY 1: 	 Critical 

Assists in preparation of advice given to the CINC and assists in the drafting of CINC testimony to Congress. 
Occasion:lliy accompanies the CINC during annual posture hearings. Serves as a liaison for senior USTR.t.\NSCOM 
staff visits to Capitol Hill. Compiles responses to Questions for the Record (QFR) and Inserts for the Record (lFR) 
following testimony presented by the CINe. Coordinates with 05D. Joint staff, and Services staffs on issues related 
to CINC/DCINC testimony. Provides guidance to action officers on USTRANSCOM staff on the preparation of 
opening statements. QFR' s, lFR' s: Congressional background papers, Congressional correspondence, and telephonic 
information sheets. Provides staff oversight for the command concerning all issues and activities relating to the 
Congress and Congressional testimony. Disseminates key information to USTRANSCOM staff and component 
staffs, and develops potential strategy to overcome legislative/political hurdles. Analyzes and evaluates DOD 
procedures, policies and other issues related to Congressional actions. Identifies, coordinates. and resolves 
controversial or key issues and problems related to USTRANSCOM and other governmental agencies in a timely 
manner. Reviews proposals from subordinate activities or headquarters elements and works with other staff 
elements, and advises high ranking officials at all organizational levels regarding the Defense Transportation System 
and Congress. Work requires continued study and research to ensure understanding of dynamic legislative process. 

STANDARDS: 

A. 	 Generally assists in the preparation of succinct and accurate information for the CINC and DCINC in 
preparation for Congressional testimony. In most cases. prepares appropriate recommendations for answering 
complex, wide ranging responses to challenging questions in a volatile, high-pressure environment. 

B. 	 Consistently displays highest standards of decorum in escorting CINC, DCINC and other USTRANSCOM Flag 
Officers to meetings on Capitol Hill and to other engagements involving Congressional members and staff. 

e. 	 Promptly compiIes responses to Questions for the Record (QFR) and Inserts for the Record (lFR) following 
Congressional testimony presented by the CINe. DCINC, or USTRANSCOM Flag Officers. Develops 
effective. concise opening statements for Congressional hearings and edits background and point papers from 
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CORE PERSONNEL DOCUMENT 	 Number: 9S4193800 1 

the entire USTRAI"JSCOM staff and component staffs for use by the CINC, DCINC, and USTRANSCOM Flag 
Officers. ., 

D. 	 Establishes and maintains effective communications with Congressional offices. 

E. 	 Prepares comprehensive, insightful summaries of significant Congressional activities relating to 
USTRANSCOM issues and positions. 

KSA: 1. 2, 3. 4.6.7,8 

DUTY 2: 	 Critical 

As an aspiring transportation expert on Congressional and legislative matters, provides direction and leadership in 
developing and executing USTRANSCOM's Congressional strategy. Identifies key Senators, Congressmen, and 
other key players and critical contacts in the legislative process to enable USTRANSCOM to effectively interact on 
legislative issues of primary importance to the command. Analyzes a wide variety of information and issues . 
pertaining to legislation, members of Congress, and other related matters. Maintains close interface with the 
legislative liaison offices of OSD, the Joint Staff, and the services regarding the USTRANSCOM Congressional 
Game Ph,m. 

STANDARDS: 

A. 	 Accurately identifies key congressional members and staff to clearly communicate USTRANSCOM needs for 
each legislative cycle. 

B. 	 Provides timely, accurate analysis of a wide variety of legislative issues and their relationship to key 
USTRANSCOM programs and positions. 

C. 	 Establishes and maintains effective liaison with legislative offices of OSD, the Joint Staff, and the services. 

KSA: 1.3,4.5,6.7,8 

DUTY 3: 	 Critical 

Conducts research and analysis of congressional marks, bills, and reports of interest to USTRANSCOM such as 
Appropriations. Authorizations, and Military Construction Bills. Gathers all House, Senate, and Conference marks, 
bills, and reports that have an impact on USTRANSCOM. Provides information and language contained in the 
documents to the CINC, DCINC, and all interested USTRANSCOM staff offices for information and action. 
Provides oversight and editing of appeals for submission to the Joint Staff and OSD concerning legislation of 
concern to the command, 

STANDARDS: 

A. 	 Properly analyzes current accounting policy, procedures. practices, and systems to determine the impact of 
implementation on reengineered transportation and financial processes. ' 

B. 	 Promptly provides appropriate policy interpretation and guidance for implementing fiscal policies as they 
pertain to the implementation on reengineered transportation and financial processes. 

C. 	 Effectively represents the DOD agency, military component. or activity in the application of these policies 
and/or procedures. Typically deals with officials within and outside of the normal chain of command. 
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KSA: 1,2,3,4,5,6,7,8 

DUTY 4: 	 Critical 

Facilitates Congressional and Staff visits. Coordinates travel itineraries for Congressional Delegrations (CODELs) 
and Staff Delegations (ST AFFDELs) with OSD, Joint Service staffs and Component staffs. Identifies topics of 
interest and develops or arranges for briefings. Identifies key Congressional staff members and DOD Legislative 
Affairs personnel for visits with senior leadership from USTRANSCOM and its components. Coordinates activities 
for all CODELS and ST AFFDELS involving USTRANSCOM personnel. 

STANDARDS: 

A. 	 In most cases, uses knowledge of analytical principles to conduct thorough analysis to use for a non-recurring 
studylreport. 

B. 	 Prepares and submits plans and reports that are both timely and accurate. 

KSA: 3,4,5,7,8 

Other significant facts pertaining to this position are: 


This position requires the employee to occasionally travel away from the normal duty station. 


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


The employee must obtain and maintain a Top Secret clearance. 


RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): 

I. 	 Working knl}wledge of the legislative and congressional process and procedures. 

2. 	 Knowledge of USTRANSCOM plans, programs, policies, and operations. 

3. 	 Knowledge of DoD Planning, Programming and Budgeting System. 

4. 	 Knowledge of relationship between USTRANSCOM, Air Force, Army, Navy, DoD, Other Government, and 
private agencies. 

5. 	 Knowledge of National security strategy, National military strategy, and USTRANSCOM strategic plans. 

6. 	 Knowledge of general fund, revolving, andlor non-appropriated fund accounting principles and procedures. 

7. 	 Strong ability to communicate orally and in writing. 

8. 	 Expert ability to plan, organize work, and meet deadlines. 
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CLASSIFICATION FACTORS: 

Factor 1, Knowledge Required By The Position Level 1-7 1250 Points 

Knowledge of Legislative Affairs management principles, organizational theory and techniques of analysis and 
evaluation. 

Knowledge of USTRANSCOM plans, programs, policies, and operations sufficient to participate in the formulation 
of strategy to defend the same to Congress. 

Ability to identify, analyze and recommend solutions to legislative affairs problems in organizational structures, 
staffing, administrative procedures, work processes or work load distribution. 

Comprehensive knowledge of established Legislative Affairs management principles, pertinent administrative 
regulations, and staffing guidelines plus the skill in applying work measurement techniques to conduct studies of 
clerical, trades, technician, and or administrative support positions within the organization. 

Skill in preparing and delivering briefings on Legislative Affairs to CINC, DCINC, or USTRANSCOM Directors. 

Knowledge of rank structure of US or foreign, political and military DVs and congressional staff representative 
points of contact. Employee will understand the roles of the Executive Office of the President, the Office of the 
Secretary of Defense, the Joint Chiefs of Staff, the Unified commanders and military services involved in 
congressional activities. 

Knowledge and understanding of the relationship between USTRANSCOM, Air Force, navy and DoD and other 
government and private agencies and their roles in pertinent legislative issue being worked. 

Factor 2, Supervisory Controls Level 2·4 450 Points 

Within a framework of priorities, funding and overall project objectives, the employee and supervisor develop a 
mutually acceptable project plan which typically includes the identification of the work to be done, the scope of the 
project and deadline for its completion. 

Within the parameters of the project plan, the employee is responsible for planning and organizing the research for 
the project to be completed, associated resources, and timelines impacting the effectiveness of the strategy. The 
incumbent coordinates with staff and management personnel, team members and experts across USTRANSCOM 
affected by the project in conducting all phases of the project. This frequently involves the definitive interpretation 
of regulations and procedures, and the initial application of new methods. The employee keeps the supervisor 
informed of potentially controversial findings, issues, or problems with widespread impact. 

Completed projects briefings. studies, and documentation are reviewed by the supervisor for compatibility with 
organizational goals, guidelines, and effectiveness in achieving intended objectives. Work is reviewed critically 
outside the employee's immediate office by contributing staff line and management officials and others whose 
programs and employees would be affected by implementation of the recommendation or planned action. 

Factor 3, Guidelines Level 3-3 275 points 

Guidelines consist in the form of policies, procedures, and directives from OSD, JSC and USTRA • .NSCOM and 
precedent situations, which the incumbent may apply. For instances where no clearly applicable precedent exists, the 
employee uses judgement in choosing, interpreting or adapting suitable guidelines to cover the situation. 

Analytical methods are not al ways directly applicable to specific work assignments, so the incumbent must use 
experienced judgement in applying guidelines or interpreting legislative issues or strategies, developing 
recommendations and solutions to problems encountered. 
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Administrative guidelines are USTRANSCOM policies, procedures and organizational goals. Within the context of 
broad regulatory guidance the employee may refine or develop more specific methods for measurement and 
effectiveness of effectiveness of achieving results. 

Factor 4. Complexity Level 4-4 225 Points 

The work involves gathering information, identifying and analyzing legislative issues and developing 
recommendations to resolve substantive legislative problems of effectiveness and efficiency of work operations in 
the legislative program or program support setting. Requires the application of qualitative and quantitative 
techniques that frequently require modification to fit a wider range of issues. 

Incumbent continually considers information needs interests and level of detail needed to satisfy management's 
concerns and issues. Gathers, interprets and correlates large amounts of data and issues that have command level 
and congressional level implications. Potential sources of data must crosschecked. analyzed and interpreted by the 
incumbent to obtain accurate, relevant information that will affect the organization and strategies developed. 

Incumbent must use originality in refining existing work methods and techniques for application in the analysis of 
specific legislative issues or resolution of problems. 

Serves as an advisor to the legislative affairs team with responsibility of performing a full range of analytical studies 
and projects related to legislative affairs. i.e.. participates in the development and preparation of presentations 
dealing with congressional hearing "skull sessions," Questions for the Record (QFR) preparations, legislative trip 
coordination, and a.variety of congressional legislative issues that commonly arise in supporting CINCTRANS 
involvement in Congressional relations, and the preparation and presentation of testimony before Congress. 

The incumbent studies vurious approaches to the work to be performed in order to determine impact on 
organizational goals and desired outcome and refines or develop new approaches to improve in order to overcome 
political/legislative hurdles. 

Factor 5. Scope and Effect Level 5·3 150 Points 

The purpose of the work is to plan and carry out assigned legislative projects or studies. Applies accepted 
principles, methods and guidance for qualitative analysis to support legislative issues and problems. Conclusions 
and recommendations form the basis for management decisions. 

Factor 6 & 7, Personal ContactsfPurpose of Contacts Level 617-3/b 110 Points 

Contacts with people inside and outside of USTRANSCOM which may include consultants, contractors, or business 
executives in a moderately unstructured setting. The employee advises high ranking officials at all organizational 
levels regarding the Defense Transportation System and Congress. 

Provides advice to managers on noncontroversial matters. Contacts typically involve such matters as identification 
of decision-making alternatives or recommendations concerning all issues and activities relating to the Congress and 
Congressional testimony. Assists in the preparation of succinct and accurate information for the CINC and DCINC 
in preparation for congressional testimony. 

Factor 8, Physical Demands Level 8-1 5 Points 

The work is primarily sedentary, although some physical effort may be required. 

Factor 9, Work Enyironment Level 9·1 5 Points 

The work is typically performed in an adequately lighted and climate controlled office. Normal safety precautions 
are required, 
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CLASSIFICATION SUMMARY: 

CLASSIFICA TION STANDARD(S) USED: 

OPM Position Classification Standard for Miscellaneous Administration and Program Series, GS-301, Jan 1979 
OPM Administrative Analysis Grade Evaluation Guide, Aug 1990, TS-98. 

GS-l1 Point Range: 2355-2750 
Total Points GS-Il: 2470 

Final C lassi fication: Legislative Affairs Specialist, GS-0301-09 (Target 11) 
See Statement of Differences for GS-09 duties/classification criteria 
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CORE PERSONNEL DOCUMENT Number: 

----------------------_._-----

PURPOSE 0)7 POSITION AND ORGANIZATIONAL LOCATION: 

The primary purpose ofthis position is: 10 serve [1S a command expert on legislative uffuirs on the 
USCINCTRANS' Action Group as a membcr of the Legislative Affairs Te~m .. As outlined in the Group's charter, 
this team serves as the single point of contact for USCINCTRANS' congressional activities and performs as the 
central point 'of contact for component legislative activiti'::$, The purpose of this position is to serve as a Legislative 
Affairs Specialist, on the oversight team for the relationship between USTR/:I,NSCOM and Congress. The 
incumbent operates as a command expert and key advisor regarding Congressional matters. Functions as the 
technical authority for the command on Congressional relations and the preparation and presentation of testimony 
before Congress. 

The organizationallocatioll of this position is: United States Transportation Command,J••_IIiiII__...'* i 2 15, SeottAlirForce Base, IL. -rC.CC-LH ).i. 
C)r /.,U().6.YII"!jt/lY\ 1:X!.! 

ORGANIZATIONAL GOA LSOR OBJECTIVES: 

The organizational goals or objectives of this position are: to provide USCINCTRANS(CINC) the highest level 
of visibility on critical mobility programs on Capitol Hill and prepare (he CINe for personal appointments, 
Congressional Hearings and Te:;timony. llsing an am,), of tools to ensure crucial Defense Transportation System 
(DTS) issues are appropriaiely 1cl,!ted io Ihe Congres!'; of ,he United States. 

DUTY 1: Provides expc;-t ad vice 1:0 the CINC ami directly prcpan$ the CINC to give testimony to 
Congress. Serves as an expert advisor to the CINe and DCINC relative to the preparation and presentation 
of tcsl.imony before vnrions Congressional Committees and Subcommittees. Accompanies the CINC during 
annual posture hearings. 35 (:10 Critical 

Serves as key liaison for senior USTRANSCOM slaff visits 10 Capitol Hi II. Drafts opening statements. 
Compiles responses to Questions for the Record (QFR) and Tn~erts for the Record (1FR) following testimony 
presented by the CINe. Drafts Congressional Background Prlpers. Coordimltes with OSD, Joint staff, and Services 
staffs on issues rdated to CINCIDCINC testimony. Provides expert guidanct:, leadership, and direct taskings to 
over 500 field-grade officers and civilian equivalems during hearing cycle preparation_ Evaluates the content of new 
or modified legislation for projected impact upon USTRANSCOM's programs or resources. Translates basic 
legislation into USTRANSCOM goals, aClions and services. Prepares recommendations for legislalion to change the 
way programs,are carried {)ut. Drafts Congres!;ional COITL'spondence nnd telephonic information sheet:; for 
CINCIDCINC. Provides expert advice and guidance 10 <leilon officer;; on USTRANSCOM staff on the preparation 
of opening statements, QFR's, JFR's, Congressional background papers, Congre:;sional correspondence, and 
telephonic information sheets. Accompanies and provides t'nember specific advke and counsel to the CINC during 
testimony before Congressional committees anri ~;l1bcommittees. Provides staff oversight for the command 
concerning aU i:,sIJCS and activities relat.ing to the Congress and Congressional tesiimony. Tracks Congressional 
budget actions and assesses their impact on vital Pcfenst: Transpnrti.ltion Sys;(~m issues. Disseminates key 
information to USTRANSCOM staff and component staffs, and develops porCn!i,1i strategy to overcome 
legislative/political hurdles. Applies principles, theories, concepts. and practices in new or nove! ways to solve 
prohlems"where no dC<lf precedents exists. Analyzes :lnd evaluates DOD prot;'cdures, policies and other issues 
related to Congressional net ions. Identifies, coordinal(~S, and rCS01ves contrnvc:rsial Of key issues and problems 
related to USTRANSCOM and olh.!r governmental ageno;ies in a timely mnnner. F>.'aiuates proposals from 
subordinate activities or headquarters elements and works with other staff elements, ~:!'d advises high ranking 
officials at all organizationai levels regard:ng the Dcft.!lSC Transportation System and Congress_ Prepares various 
written reports and makes presentatioll~ at n:celings and conferences in accordance w!lh specifications. Work 
requires continued study and resear,~h in cnSllre understanding of the dynamic legislative process_ 
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STANDARDS: 

A. Typically, provides succinct and accurate information 10 Ihe CINC and DCINC in preparation for Congressional 
testimony. Prepares appropriate recommendations for answering complex, wide ranging responses to challenging 
questions in a volatile, high-pressure environment. 

B. Consistently displays highest standards of decorum in escorting CINC, DCINC and other USTRANSCOM Flag 
Officers to meetings on Capitol Hill and to other engagements involving Congressional members and staff. 

C. Promptly compiles responses to Questions for the Record (QFR) and Inserts for the Record (IFR) following 
Congressional testimony presented by the ONC, DCINC, or USTRANSCOM Flag Officers. Develops effective, 
concise opening statements for Congressional hearings and edits background and point papers from the entire 
USTRANSCOM ~iafr and componenr sr.affs for use by the CINe, DCINC, and USTRANSCOM Flag Officers. 

D. Ordinarily develops clear, unambiguous tasking guidance to OVCf 500 USTRA1'{SCOM and component field
grade officers and civilian equivalents 10 prepare CINe, DCJNC and USTRA.NSCOM Flag officers for 
Congressional testimony and to respond to direct requests by Congressiona! members and staffs. 

E. ROlltiileiy establishes and maintains effective communications v:ith Congres~ir)nal offices. 

F. Usually prepares comprehensive, insigntfui summaries of significant Congrcssional activities relating to 
USTRANSCOM i~sues and positions. 

KSA: 1,2,3,4,5,0,';,8,9 

DUTY 2: As a USTRANSCOM expert on Congressional and legislative matters, provides direction and 
leadership in developing and executing the USTRANSCOM Congressional strategy. 30 % Critical 

As a command legislative expert and key theater advisor to the CINC and DCINC on the legislative process, 
Congressional initiatives, and strategies addresses critical issues and concerns of the House Senate. Congressional 
Committees and Subcommittees on behalf of USTRANSCOM. Identifies key Senators, Congressmen. and other key 
players and critical contacts in the legislative process to enable USTRANSCOM to effectively interact on legislative 
issues of primary importance to the command. Develops the USTRANSCOM Congressional Game Plan for 
USTRANSCOM. Briefs the CINC, DCINC and others on specific aspects of this key strategy document. Plans, 
organizes. and directs team study work and negotiates effectively with management on the best strategies. to. accept 
and implement recommendations. Analyzes proposals that involve substantial USTRANSCOM resources, or may be 
in conflict with the desires of the command or area studied. Analyzes a wide variety of complex information and 
issues pertaining to legislation, members of Congress, and other related matters. Maintains close interface with the 
legislative liaison oftlces of OSD, the Joint Staff, and the services regarding the USTRANSCOM Congressional 
Game Plan. Measures and evaluates the content of new or modified legislation for projected impact lIpon 
USTRANSCOM progrnms or resources. 

STANDARDS: 

A. TypicaiJy develops comprehensive USTRANSCOM Congressional strategy, incorporating inputs from 
USTRANSCOM staff and componen!:;, 

B. Accurately identifies key Congressional members and staff to dearly commlloicate USTRANSCOM needs for 
each legislative cycle, 

C. Annually drafts the USTRANSCOM Congressional Game Plan and succinctly briefs C[NC, DCINC and other 
selected members !)f the USTR;\NSCOI'il staff. 
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D. 	 Routinely provides timely, accurate analysis of a viide 'yarie!y of legislative issues and their relationship to key 
USTRANSCOM programs and positions. 

E. 	 Frequently csmblishes and maint~ins effective liaison with legislative offices of OSD, the Joint Staff, and the services. 

KSA: 1,2,3,4,5,6,7, S, 9 

DUTY 3: Conducts in-depth research and detailed analysis of congressional marks, bills, and reports of interest to 
USTRANSCOM silch as ApPI'opriations, Authorizations, and Mmtary Construction Bills. 25 % Critical 

Interprets all I-louse, Senate, and Conference marks, bills, and reports that have an impact on USTRANSCOM. Provides 
information and language contained in the documents to the CINC, DCINC, and all interested USTRANSCOM staff offices 
for information and action. Conveys information concerning legislation that impacts complex USTRANSCOM programs 
(hat affect commands, bases and installations worldwide. Provides oversight and editing of appeals for submission to the 
Joint Staff and OSD concerning legislation of concern to the command. Serves as an expert advisor and consultant to the 
component commands. Is knowledgeable of the relationships other programs and key administrative support functions 
within the services, USTRANSCOM, and component commands. 

STANDARDS: 

A. Normally analyzes the impact of policy on current procedures, practices, and systems on the implementation of 
reengineering transportation and financial processes. 

B. Promptly provides appropriate policy interpretation and guidance for implementing fiscal policies a8 they pertain 
(0 the implementation ofreengineering transport"tion and financial processes. 

C. Effectively represents the DOD agency, military component, or activity in the application of these policies and/or 
procedures. Typically deals with officials within and olltside of the normal chain of command, 

{(SA: 1,2,3,4,5,6,7,8,9 

DUTY 4: As a legislative expert identifir.s keJ Congr(~ssional staff mcmbl!rs nnd DOD Legislative Affairs 
personnel for visits with senior leadership from USTRANSCOM and its components. 25 % Critical 

Coordina~cs activities for nil Congres:;iona! Deiegat:0D:> (CODELS) and St::llf Delegations (STAFFDELs) involving 
lfSTRANSCOM personnel. Coordinates travel ltineraries for CODELs and STAFFDELs with OSD, Joint Service 
staffs and Component staffs. FacilitJfes Congressional and Staff visits. Identifies topics of interest and develops or 
arranges for briefings. Performs other duties as assigned. 

STANDARDS: 

A. 	 Generaliy uses knowledge of management analysis principles to conduct a thorough analYGis to use for non-recurring 
stud ies/reports. 

B. 	 Typically prepares and submits repons that are both timely and accurate. 

KSA: 1,2,3,4,5,6,7,8,9 
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Other significant facts pertaining to this position are: 

1. This position requires the employee to occasionally travel away from the normal duty station. 
2. The employee must be willing and able to travel on military and commercial aircraft. 
3. The employee must obtain and maintain a Top Secret clearance. 

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): 

I. Expert knowiedge of the legislative and congressional process and procedures. 
2. Thorougli knowledge ot'USTRANSCOM plans, programs. policies. and operations. 
3. Thorough knowledge of DoD Planning, Programming and Budgeting System. ' 
4. Thorough knowledge of military command structures and relationships between USTRANSCOM, Air Force, 
Army, Navy. DoD, Other Government. and private agencies. 
5. Knowledge of National Security Strategy, National Military Strategy, and USTRANSCOM strategic plans. 
6. Knowledge of USTRANSCOM and component command program goals and objectives, the sequence and 
liming of key operational events and milestones and the methods of evaluating the effectiveness of planning 
actions related to actual events and the impact of legislative decisions. 
7. Strong ability to communicate orally. 
8. Strong ability to communicate in writing. 
9. Expert ability to plan, organize work, and meet deadlines. 

CLASSTFrCATION FACTORS: 

Factor 1, Knowledge Required By The Position Level 1-8 1550 Points 

-Expert knowledge of Legislation and Congressional Relations; the procedures and associated committee structure, 
sufficient to serve as a command legislative expert and key theater advisor to the CINC and DCINC on the 
legislative process, Congressional initiatives, and strategies addressing critical issues of the House Senate, 
Congressional Committees and Subcommittees on behalf of USTRANSCOM. 

--Expert knowledge of the authorizing and appropriating processes of the defense and other governmental agency 
budgets; the importance and meaning of each legislative'step in the process; who the key players are; where and 
when opportunities arise for influencing the process; the various sources of documentation of the process as it is 
carried out; how and when such documentation becomes available; and how to use the documentation and extract 
information rell.~\lant to the command. 

--Mastery knowledge and understanding of the relationship between USTRANSCOM, Air Force, Army, Navy, DoD 
and other government and private agencies. 

--Comprehensive knowledge of the range of the administrative laws, policies. regtllations and precedents applicable 
to important USTRANSCOM programs (some of, which are international in scop..:). 

--Knowledge of DoD and services program goals and objectives. the sequence and timing of key Congressional 
events, milestones and methods of evaluating the worth of program accomplishments. 

--Requires knowledge of relationships with other programs and key administrative support functions within the 
agency and in olher agencies. 
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--Mastery of the advanced management and organizational principles and techniques and practices along with a 
comprehensive knowledge of planning, programming, and budgeting processes, and a thorough knowledge of the 
military command's planning, acquisition, and management process to analyze the long range impact of legislation 
on broad program policies and objectives. 

--Knowledge of military commands structures, missions, programs and organizational relationships plus a thorough 
knowledge of the legislative process to evaluate the impact of legislation on complex USTRANSCOM and 
component commands programs, functions, or missions. 

--Knowledge is applied in preparing recommendations for legislation to change the way programs are carried out; in 
evaluating the content of new or modi fied legislation for projected impact upon agency programs and resources; 
and/or translating basic legislation into program goals, actions. and services, 

--Skill to plan, organize and direct team study work and to negotial<.! effectively with management to accept and 
implement recommendations, where the proposals involve suhstantial agency resources, require extensive changes in 
established procedures. or may be in cont1ict with the desires of the activity studied. 

--Detailed knowledge of USTRANSCOM's organization and staffing procedures to include interface with its 
component commands, in order to identify organizations and offices that wou'ld have interest in or responsibility for 
issues of particular congressional interest. 

-Comprehensive knowledge and advanced skill in the use of analytical and evaluative methods in order to explore 
and fully present the many facets of legislative issues; provide leadership, guidance, and direction to the Command 
Legislative Affairs Program and to address highly complex issues baving long-range impact on the command. In 
conjunction with the functional area experts. formulates strategies to gain support for USTRANSCOM programs at 
issue witb Congress. 

-Proficient writing skills to develop correspondence, background papers, for Congressional and other documents for 
submission to the CINC, DCINC, Directors, and others. A high degree of expertise in oral communication to 
present strategies and briefings, opening statements, for the purpose of disseminating complex information to a 
variety of high level officials such as the CINC, DCINC, and Congressional staff members. 

Factor 2, Supervisory Controls Level 2-4 450 Points 

Le~ I ,::>\ci..\'~ ~\V'..S 
Reports to the Division Chief, Ph"-" t' ~L6dp, the employee and supervisor develop a mutually acceptable e 

project plan which typically includes the identification of the work to be done, the scope of the project, and deadlines 
for its completion. The incumbent independently plans and organizes the work, coordinates with staff and line 
management, and conducts all phases of the project. Keeps the supervisor advised of issues, which may become 
controversial with widespread impact. Completed work is reviewed only from an overall standpoint in terms of 
effectiveness in achieving objectives.' 

Factor 3, Guidelines Level 3-4 450 Points 

Guidelines consist of regulations, directives, general administrative policies and management and organizational theories 
that require considerable adaptation and or interpretation for application to legislative issues and problems studied. 
At this level, the administrati've policies and precedent studies provide a basic outline of the results desired, but because they 
do not go into detail as to methodologies to accomplish a project, the incumbent must use resourcefulness and initiative in 
developing methodologies nnd approaches in carrying out legislative affairs activities. 
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Within the context of broad regulatory guidance, the employee may refine or develop more specific guidelines and use 
judgement in choosing, interpreting or adapting such precedents to specific use, or subjects being examined and judge when 
existing guidelines and/or precedents are so inappropriate or inadequate that further guidance should be sought or 
independently developed. The employee exercises resourcefulness and initiative in using different approaches and 
strategies in handling, both directly and consultatively, new or unique issues or situations requiring variations of methods, 
strategies or new policies dealing with evolving situations or changing emphasis. 

Factor 4, Complexity Level 4-5 325 Points 

The incumbent plans and provides leadership and direction for the US TRANSCOM Congressional and legislative 
program. This work involves varied duties requiring analysis of interrelated issues of effectiveness, efficiency, and 
productivity affecting major administrative programs of an agency. The incumbent develops recommendations for 
improving the program based on in-depth analysis and evaluation of legislative intricacies as related to command 
operations and activities. The work requires the assessment of major areas of uncertainty, continuing program 
changes, and conflicting needs. The incumbent provides detailed and subtle information to CINCTRANS on 
specific members of Congress in preparation for office calls and telephone communications, illuminates key 
legislative issues that may be harmful to USTRANScOM, and furnishes guidance to the USTRANSCOM staff on 
how to best handle adverse developments which could negatively impact USTRANSCOM. This work involves 
originating new approaches and developing new information. Makes decisions about how to proceed in planning, 
organizing and developing strategies which are complicated by various program goals and objectives which may 
derive from changes in legislative guidelines, policies, etc. and/or variations in the demand for program services. 
Also makes deci~ions regarding what needs {Q be done including determining the type of approach to use in gaining 
understanding from various offices throughout USTRA..NScOM and the component commands, develops or 
modifies methodologies in achieving goals and evaluating Congressional feedback while considering the conflicting 
and divergent views on many programs and policies held by the DoD, other government and commercial offices. 
The work also requires developing new methods (0 obtain a broad range of expert input from among opposing 
viewpoints and synthesizing the data 10 develop ccnsensus recommendations that will further USTRANSCOM and 
its component command goals and missions. Options, recommendations, and conclusions developed by the 
employee take into account and give appropriate weight to uncertainties about legislative issues and other variables 
that affect long-range program performance. The employee must plan, coordinate, integrate, and implement the 
command's congressional strategy to support and integrate complex and widely varying missions. Develops 
.innovative solutions and implements instructions for new policies and procedures. 

Factor 5, Scope and Effect Level 5-5 325 Points 

The purpose of this position is to analyze and evaluate major a!1ministrative aspects of substantive, mission-oriented 
programs, plan and execute the legislative program to convey information, garner Congressional support, and 
influence Congressional opinions so that legislation and funding levels will allow accomplishment of the goals and 
objectives of USTRANSCOM. This position provides direction and expert technical advice in supporting 
USTRANScOM and its component commands legislative and Congressional programs and policies that will assume 
that resources are used properly and preserved. The work involves identifying and developing ways to resolve 
problems or cope with legislative issues, which directly affect the accomplishment of principal program goals and 
objectives. The employee will perform research, provide authoritative information, and analysis of USTRANSCOM 
policy questions or legislative proposals, summarize alternatives for consideration by policymakers and prepare 
wrinen materials that explain and interpret complex policies and functions of USTRANSCOM. This work has a 
profound affect on the adequacy and effectiveness of critical USTRANSCOM programs and operations. It affects 
the work of other experts within the theater and the development of major aspects of the command mission through 
analytical reports, posture statements, legislative summaries, written and oral communication. The work aids the 
policy making activity of USTRANSCOM by defining the impacts of the various alternatives to a given problem or 
legislative proposal. The employee identifies, evaluates and makes recommendations concerning legislative 
activities having an impact on USTRANSCOM and Defense Transportation System issues. This information is used 
by the entire command in determining the impact of Congressional Issues. The degree of success in carrying out the 
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entire legislative affairs program affects the image, its programs and missions of USTRANSCOM, its component 
commands, bases, and installations worldwide. 

Factor 6 & 7, Personal ContactslPurpose Qf Contacts Level 3·C 180 Points 

The incumbent works directly with the oNC, DCINC, Directors, USTRANSCOM action officers, Congressional 
members nnd staff, OSD, and Joint Staff and Service action officers. Incumbent is considered an expert and the 
principal poim of contact for the command on matters relating to legislative and Congressional affairs. Serves as a 
key ndvisor to CINC, DCINC, and USTRANSCOM Flag and General Officers regarding all Congressional Matters. 
The primary purpose of contacts is to advise or represent the command on Congressional matters pertinent to 
USTRANSCOM. The incumbent frequently encounters resistance such as skepticism and lack of cooperation. This 
requires that the incumbent use negotiation and persuasion. 

Factor 8, Physical Demands Level 8~1 5 Points 

The work is primarily sedentary, although employee will accompany USCINCTRANS and the DCINC during 
Congressional hearings and visits to Washington which involves using various modes of transportation ranging from aircraft 
to walking/climbing stairs. During these visits and/or hearing preparation, the employee could be required to hand carry 
briefing charts, boxes of briefing mnterinls or other similnr documents throughout the Washington area. The incumbent may 
be required to accompany Congressional visitors to USTRANSCOM or other local facilities. 

Factor 9, Work Environment Level 9-1 5 Points 

The work is primarily performed in an office setting. Normal safety precautions are required. The work requires travel 
primarily to Washington, D.C but may also include other areas. 

CLASSIFICATION SUMMARY: 1-8,2·4,3.4,4·5,5-5, 3-C, 8-1, 9·] 

OS-13 Point Range: 3155 - 3600 

Total POlms: 3290 

CLASSIFICATION STANDARD(S) USED: Administrative Analysis Grade Evaluation Guide, Aug 1990, TS
98; 


OPM FES, Position Classification Stnndard for the Misc. Admin & Program Seri.:s, GS·301, Jan 1979. 
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This position is being reviewed because of a request from management, additional duties and responsibilities have 
been added to the position. 

The GS-30 I series includes positions the duties of wliich are to perform, supervise, or manage nonprofessional, Iwo
grade interval work for whicb no other series is appropriate. The work requires analytical ability, judgment, 
discretion, and knowledge of a substantial body of administrative or program principles, concepts, policies, and 
objectives. The purpose of this series is to cover two-grade interval work, which is not elsewhere classifiable. The 
essential criteria for classifying positions in this series are (I) that the primary work of the position is of an 
administrative, two-grade interval nature; and (2) that the primary work of the position is not classifiable in any other 
series. Positions classified in the Miscellaneous Administration and Program Series, GS-301, involve specialized 
work for which no appropriate occupational series has been established. 

This position is comprised of a variety of work that is not classifiable to any of the series. This position includes 
work as a legislative and congressional expert and serves as a point of contact on congressional and legislative 
issues, concerns and decisions tliat impact USTRANSCOM. and its component commands. Because this position 
does not have a specific series and because no other series is appropriate the GS-30l is selected. 

There are no prescribed titles in the GS-0301 Series. The position title should communicate an immediate 
understanding and identification of the job. It should be short and meaningful and generally descriptive of the work 
performed. These are the most important considerations that should be used in selecting the title as described in the 
Introduction to the Classification Standards. Because there are no titles specified in this series, a constructed title 
that is descriptive of the duties involved in this position is Legislalive Affairs Specialist. A cross comparison to the 
AAGEG was used to evaluate the position. See the factors contained in the coredoc. 

Conclusion: Legislative Affairs Specialist, GS-0301-13. 

;~: 

USTRANSCOM Legislative Affairs Specialist GS-13ft1li Iacono 
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AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD) 

ORGANIZATION: USTCITCJ6·G SCPO NUMBER: 9S42889       
SUPV LEVEL CODE: 5 COMP LEVEL CODE: ..~ 

TARGET GRADE: -n '\\'\ ..('"l. FLSA: Exempt 
DRUG TEST: NA CAREER FIELD 10: C 
SENSITIVITY: Noncritical Sensitive CENTRALLY MANAGED TYPE: 2 
EMERGENCY ESS: NA BUS: 8888 
KEY POSITION: NA POSITION HIST: Replaces 9S39342 

CLASSIFICATION: Program Analyst. 6S·6343·1J 'i 1\ - 3"\ '3 -02,...

DUTY TITLE: Program Analyst 

ORG & FUNC COUE: DPY 
1ST SKILL CODE: 35% ARLPLN Program Analysis! Planning 
2ND SKILL CODE: 35% BCURWE Program Analysis! Programming 
3RD SKILL CODE: 30% CSA Cost Analyst 

DEVELOPED AND CLASSIFIED BY THE AIR FORCE SCPD LIBRARY, 8/12/99 

CLASSIFICATION CERTI FICATION: SCPD adequately and accurately reflects the local work situation to meet 
c1assifica~on, staffing. and performance management purposes. 

~Y/$~ ..2..7 Jir"l tJt
CLASSIFfER'S SIGNATURE DATE 

SUPERV ISOR'S CERTI FICATION: I certify that this SCPO 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 eir implementin r gula . 115.

0. O~2() ::r1ot,J 

S PERV OR'S SIGNA DATE 

PERFORMANCE PLAN CERTIFICATION' 

RaterlSupv. • 

Date 

Reviewer 

o a Ie 

Employee" 

o a Ie 

·Slgnature acknowledges receipt. It does not mdlcate agreement/disagreement. 

. d3)n... lhl)Dio 
BUS CODE: Position is exempt from the 
bargaining unit lAW 5 USC, Chapter 71, para NSPS. ~ I 5 0 cJ--O~ 
7112(b)(1)- MANAGEMENT OFFICIAL !IAW DOD 1400.25M (4-28-06): 

/Employee's perfonnance plan in this PO is superseded by 
NSPS guidelines. and is documented on DOD fonn 2906 

(b)(6)
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PURPOSE OF POSITION AND ORGANIZATiONAL LOCATION: 

The primary purpose or this position is: to serve as lead program analyst in the Global Transportation Network 
Program Management Office (GTNPMO). applying financial management skills to plan. organize. and detemlinc 
necessary policies, regulations. directives, programs. doctrine, and procedures for the establishment and maintenance 
of assigned United States Transportation Command (USTRANSCOM) programs. 

The organizational location of this position is: USTRANSCOM. GTNPMO, Programs Branch, Program Control 
Team, Scott AFB IL. 

ORGANIZATIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of this position are: to provide authoritative gu'idance and leadership in the areas 
of Transportation Working Capital Fund (TWCF) resource management and acquisition policy and procedures. Develop 
and implement sound policy and procedures for the programming, planning, and effective utilization ofGTNPMO TWCF 
resources within USTRANSCOM, Establish within the prime contractors' management systems. the metrics and reporting 
frequencies necessary to monitor and conlrolthe contractors' satisfactory progress (Le" schedule and performance). 
Analyze what trends the metrics indicate, and to effect changes within the programs as indicated by the trends. 

DUTY I: 35% Critical 

Exercises interoperability and responsibility over the GTNPMO program long-range fiscal planning, which 
involvcs organizing, directing, controlling. lllld cvalllllting the lise of resources including contractor support, 
materials. facilitics, and money within o\'erall command authority and constraints. Accomplishes Department 
of Deferise's (DOD's) Planning. Programming Budgeting System (PPBS) program objectives as identified in the 
USTRANSCOM Chief Information Ol1iccr (CIO) Concept of Operations (CONOPS). the USTRANSCOM Strategic 
Plan, and applicable Joint Chiefs of Staff (JCS) directives. Resolves daY-lo-day funding lind programming issues as 
[hey pertain to the execution orthe current fiscal year budget and the programming orthe Future Years Defense Plan 
(FYDP), Ensures the successful fiscal resource management ofGTNPMO programs ITom the documentation phase 
through the engineering. logistics, construction, installation, and test and evaluation phases. Analyzes and evaluates 
GTNPMO issues for the Commander during all phases of the DOD PPBS process to include evaluation and response 
to Office of the Secretary of Defense (OSD) issued Program Budget Decisions (PBDs). Prepares rationale for the 
development of Major Budget Issues (M Bls) as required. Completes in-depth analysis of program status, program 
decisions. and budget decisions to keep major GTNPMO programs on track. Develops strategies and supporting' 
rationale for USTRANSCOM input to [he Program Decision Memorandum (PDM), r-YDP, the Program Objectives 
t-.'\emorandum (POM). Budge! Estimate Submissions (BES), etc., for GTNPMO programs. Serves as advisor and 
consultant for GTNPMO programs in the areas of PPBS management as it relates to GTN long-range planning. 
programming. and bUdgeting. Provides authoritative advice and assistance on complex, technical. controversial, and 
precedent-setting matters to improve the overall GTNPMO program management effort. Analyzes the effect of high, 
level programming and budget decisions (e.g .. lCS. Services, OSD) on overall GTNPMO programs/processes. 
Defends recommendations to higher levels of management as necessary. Ensures analyses of these issues adequately 
addresses the Commander's priorities and concerns. Directs the tracking of financial status of GTNPMO programs 
as they appear in the POM, OSD PBDs and the President's Budget. 

STANDARDS: 

A. Routinely ensures the comprehensive resource planning process is accurately formulated, developed, and 
implemented in a limely manner. 

B. With few exceptions, accurately assesses all pertinent issues found during the review of technical data. strategy 
concepts, and other infomlatiol1 relative to development of plans and programs within the GTNPMO. N0I111ally 
provides timely and accurate advice and guidance as required. 

C. Typically ensures that plans and projects are coordinated with other ofTices and activities within 
USTRANSCOM. and outside agencies having an interest in the area of assignment 
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KSA: I. 2. 3. 4.5.6.7.8.9 

DUTY 2: 35% Critical 

Controls all GTNI'MO linllllcial resourccs, including budgct planning and programJl1ing, and tracks 
obligations :111(..1 e:l:llclHJiturcs. Monitors internal GTNPMO processes and efficiencies ill order to maximize 
effectiveness. Programs represent over 50% ofUSTRANSCOM's annual expenditures for information technology 
development and slIstainment; lifecyclc cost of the programs is three-quaners ofa billion dollars. Interraces with 
USTRANSCOM n. J6, and J8 budget managers to ensure GTNPMO budget projections are accurate and timely, 
and are submitted IA W the USTC CIO's Program Review Panel (CPRP) and all applicable TWCF procedures. 
Identifies non-standard or emerging operational requirements. assesses impact Oil assigned programs. and develops 
recommendations. Analyzes problems created by the incompatibility of future programs and initiates corrective 
action. Relying on available data. searches a variety of sources to select the information appropriate to the task, 
taking care to verify the relevancy, adequacy. sustainability, attainability, accuracy. and completeness of the 
information and recommendations. Guidelines require considerable adaptation andior interpretation for application 
to issues and problems. Actively participates in strategic planning to improve organizational direction and focus 
using strategic planning tools and techniques. Prepares detailed plans. budgets, and schedules for assigned major 
programs and/or participates with management in fiscal planning. Responsible for integrating requirements into the 
annual fiscal programs. e.g .. Program Objective Memorandum (POM). Provides support and advice on 
reprogramming of funds and funding levels due to manpower or other changes. Assists the organization by 
evaluating modifications to existing plans in response to changing environments. Performs a broad range of 
"perational and developmental program analysis assignments entailing unique problems. creativity. innovative use of 
techniques. advanced approaches, and lor new technologies. Provides insight into the contractors' perfomlance 
through analysis of Earned Value Management data. Work Breakdown Structure, and Program Schedule 
management to recommend/lake appropriate compensatory measures as required. Serves <IS the GTNPMO's single 
point ofcontact to the Air Force COS! Estimating Agency and to the Program Executive Oflicer's (PEO's) budget 
management panels, \0 gain approval for Acquisition Strategies. and to comply with various statutory anti other 
requirements. like Ihe Clinger-Cohen Act, the Defense Information Infrastructure Common Operating Environment. 
and the Net-Centric Enterprise Services guidelines. 

STANDARDS: 

A. With few exceptions, accurately documents planning and program development and produces well thought out 
and developed proposals and conclusions il.1 a timely manner. 

B. Typically provides effeclive complex support services as they pertain 10 assigned programs or projects. 

C. Routinely provides effective advisory services in financial actions to suppon changing environments. 

KSA: 1,2.3,4.5,6, 7, 8. 9 

DUTY 3: 15% Critical 

Oversees all aspetts of Advisory and Assistance Service (A&AS) contractors and Federally Funded Research 
and Development Center conlnlclors. Serves as the Contract Officer Technical Representative (COTR) for all 
contractors assigned to GTNPMO and as COTR for all FFRDC contractors at HQ UWTC. Administers the FFRDC 
program through Procurement Directorate at Electronics Systems Center. Hanscom AFO. MA. 

STANDAIWS: 

A. Plans and coonJinatcs all phases of the acquisition process involving GTNPMO contractors. which in most cases 
is elTcctively accomplished. Oversight usually ensures proper preparation and timely slIppon of acquisition 
packages (to include PWSs. Technical Evaluation Criteria. bid schedules. etc). Ensures initiation. receipt analyses, 
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coordination. and incorporates recommended modifications to the solicitation package to ensure technical accuracy, 
in most all instances. 

B. With rare exception. effectively plans and oversees the conduct of research and analytical studies. development 
of specifications, justifications. and economic analyses in support of selection and acquisition actions. 

C With few exceptions, accurately prepares and staffs annual Military Interdepartmental Purchase Request packages to 
commit and obligate resources to fund A&AS and FFRDC contracts. 

KSA: t, 2,3,4,5,6,7,8,9 

DUTY 4: 10% Critical 

Prepares position papers and presents oral presentations slIch as briefings, training sessions, consultations, and 
strategy sessions with other staff service functions and activities to secure cooperation, resolve controyersial matters, 
and convey information relatiH to proposed changes in assigned program(s); many of which are highly subjective 
and nol readily susceplible to verification until actual operational situations are encountered. Represents the 
GTNPMO on DOD working groups, steering groups, and other meetings, conferences, etc. May chair such groups or 
meetings when the meeting is in the incumbent's area of assignment. Hosts meetings to discuss/resolve controversial 
operational and planning concepts and othcr issues of common interest. 

STANDARDS: 

A. Generally prepares and presents effective comprehensive oral presentations in assigned area. 

B. With rare exception, accurately reports results of studies, responds to queries in a timely manner. and prepares 
acceptable justification and background papers 011 the technical aspects of assigned plans and projects. 

C. Almost always. effectively represents the organization and command with professionalism. 

KSA: l. 2, 3. 4.5.6.7,8,9 

DUTY 5: 5% Critical 

Maintains continllOIlS liaison with other service headquarters counterparts, Air Staff, DOD orlices, financial 
management, legal, policy, contractors, and oversight counterparts to ensure efficient/effective program 
execution. Develops and prepares correspondence and other documentation, Le.. fonnal letters. position papers, 
reports, responses to queries, staff studies, staff summary packages, briefings, charts. bullet background papers. etc., 
on the technical aspects of areas of expertise and assignment. Prepares and approves GTNPMO financial. 
budgetary. risk. and program schedule portions of quarterly In-Process Reviews presented to USTRANSCOM 
Deputy Commander. USTRANSCOM senior staff. Joint Staff. and PEO. 

STANDARDS: 

A. Typically establishes and maintains erfective and professional liaison with counterparts at all levels within Air 
Force and other agencies. 

B. Effectively and professionally establishes and maintains dialogue/information exchange with GTNPMO prime 
contractors, with few exceptions. 

C. Routinely reports results of studies, analyses, and evaluations accurately to counterparts. 

KSA: I. 2. 3. 4, 5.6. 7. 8. 9 
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RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): 

l. Comprehensive knowledge of the principles. policies, and practices of the substantive nature oflhe 
agency/commend mission. functions. programs and activities; policies. goals and objectives, management principles 
and processes. 

2. Expen knowledge of a wide range of qualitative and/or quantitative methods for the assessment and improvement 
ofjoint level plans and programs. and strategic planning. 

3. Knowledge of USTRANSCOM. Air Force, DOD. and Joint policies. procedures. and schedules for developing 
POMs. BES. and financial plans. Knowledge of defense acquisition processes and PPBS relative to infonnation 
technology (IT) system development and funding. Knowledge orthe relationship of the various DOD organizational 

.entities involved in overall planning and execution of the GTNPMO mission and the way the PPBS process supports 
it. Skill in developing budget forecasts. cost projects. financial exhibits. unfunded requirements justifications. POM 
narratives. offsets and disconnects. reclamas. and issue papers, and skill with executing an annual budget. 

4. Knowledge of managing IT systems, services, and vendors. and acquisition regulations. practices. procedures. 

and of the use of IT practices and concepts in supporting the GTNPMO mission. 


5. Ability to plan. organize, and lead others in studies or projects and to negotiate effectively with management to 

accept and implement recommendations. where proposals involve substantial resources. and require extensive 

changes in established concepts and procedures. 


6. Ability to gather, assemble. and analyze facts, draw conclusions. conduct analysis. devise recommended 

solutions, and package the entire process in briefings. papers, or reports suitable for top management use for 

decision-making. 


7. Skill in fact-finding. contract analysis and pricing techniques. problem resolution. and development of concrete 

action plans to solve problems. 


S. Knowledge of Contract Officer Technical Representative duties relating to numerous support contracts and 

dozens ofsuppon contractors within the GTNPMO. as well as all Federally Funded Research and Development 

Center contractors (MITRE) for all USTRANSCOM. 


9. Skill in applying manpower and hUman resources management techniques. regulations. guidelines, directives. 

practices. and requirements. 


10. Ability to communicate effectively, both orally and in \~Titing, negotiate complex issues. and maintain good 

working relationships. 


CLASSIFICATION CRITERIA: 

factor J, Knowledge Required By The Position Level 1-8 1550 Points 

--Comprehensive knowledge of the principles. policies. and practices of the substantive nature of the 
ageney/command mission. functions. programs and activities; policies. goals and objectives. management principles 
and processes to serve as the senior program analyst in long range planning which involves organizing. directing. 
controlling. and evaluating the use of resources. slIch as in·house manpower and human resource management. 
contractor support. materials, facilities. and money. 

_. Expert knowledge of a wide range of qualitative and quantitative methods far the assessment and improvement of 
joint level plans ami strategic planning for logistics operations management. 
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.. Knowledge of military command structure. missions, programs, and organizationalrclationships and program 
goals and objectives. the sequence and timing of key operational events and milestones. and methods of evaluating 
the effectiveness of planning :!ctions as related to actual events. 

-- Knowledge orthc variolls command entities involved in over:!11 planning and execution oroperations and 
evaluations . 

.- Ability to plan, organize. and develop studies or projects. and to negotiate effectively with management to accept 
and implement recommendations, where the proposals involve substantial resources. and require extensive changes 
in est:!blishcd concepts and procedures. 

-- Skill in designing and conducting comprehensive studies. and developing solutions 10 broad. important. and severe 
command operation:!1 and contingency areas. 

Factor 2, Supervisory Controls Level 2-4 450 Points 

Within a framework of priorities. funding. and overall project or program objectives. the employee and supervisor 
develop a mutually acceptable project plan that typically includes identification ofthe work 10 be done. the scope of 
the product, and deadlines for completion. Within the parameters of the approved plan. the employee plans and 
organizes the project. estimating costs and funding. coordinating with staff and line management personnel, and 
conducting all phases orlhe project. This frequently involves the definitive interpret:!lion of regulations and study 
procedures, and the initial application of new methods. The employee infonns the supervisor of potentially 
controversial findings. issues, or problems with widespread impact. Completed organizational goals, guidelines. and 
effectiveness in achieving intended objectives. Completed work is also reviewed critically outside the employee's 
immediate office by starr and line management officials whose programs would be affected by implementation oflhe 
recommendations. 

Factor 3. Gllitlelillcs Level 3-4 450 Points 

Guidelines consist or general administrative policies and management and organizational theories that require 
considerable adaptation and/or interpretation for application to issues and problems studied. Policies and precedents 
provide a basic outline of the results desired. but do not go into detail as to the methods lIsed to accomplish the 
project. Guidelines require considerable judgment and adaptation to tailor the guidelines to specific command 
uniq~e requirements. Guidelines require considerable judgment and adaptation to tailor the guidelines to specific 
command unique requirements. Within the context of broad regulatory guidelines. the employee must typically 
refine and develop more specific guidelines to complete the required planning and programming requirements 
unique to the Command and loint Starr. 

F3etor.t. Complexity Level 4-5 325 Points 

The work consists of projects and studies. which require analysis of interrelated issues of effectiveness. efficiency. 
:!nd productivity ofsubst:!nlivc specific command unique programs. Typical assignments require developing 
detailed plans, goals, and objectives for long-range implementation of the program. Decisions about how to proceed 
in planning. organizing. and conducting studies are complicated by conflicting program goals and objectives which 
may derive from changes in legislative or regulatory guidelines. productivity, andlor variations in the demand for 
program services. Assignments are further complicated by the need to deal with subjective concepts such as value 
judgments: the quality and quantity of actions that are measurable primarily in predictive temlS: and findings and 
conclusions are highly subjective and not readily susceptible to verific:!tion through replication of study methods or 
reevaluation of results. Options. recoillmendations. and conclusions developed by the employee take into account 
and give appropriate weight to uncertainties about the data and other variables that arrccl long-range program 
pcrfommnce. The employee must plan. coordinate. illlegrate. and implement the command's plans to support 
operational requirements. integrating complex and widely varying mission requirements. Develops innovative 
solutions and implemcllts instructions for new policics and procedures. 

Factor 5. Scope and Effect Level 5-4 225 Points 
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The purpose of the work is to assess the productivity, effectiveness, and efficiency of major program operations and 
analyze and resolve problems in the slafting. effectiveness. and efficiency of programming objectives. Work 
involves establislling criteria to measure and/or predict the attainment of program or organizational goals and 
objectives. The work contributes to the improvement of productivity, effectiveness. and efficicncy in program 
operations within the command. Work affects the plans. goals, and effectiveness of missions and programs al the 
various echelons 01' locations. The work involves identifYing and developing Wqys to resolve problems or cope with 
issues. which direclly alTcct the accomplishment of specific command unique goals and objectives. Takes into 
consideration such Ibctors as cost-effectiveness, attainment of operational goals and objectives, and rules of 
engagement. Recommendations contribute to the optimum organization and distribution of functions. organizational 
concepts, and stamng of programs and operations in assigned areas. 

F'lctor 6. Personal Contacts and Factor 7, Purpose of Contacts LeveI617-3/c 180 Points 

Contacts include counterpan officials in other MAJCOMS. contractors, and other command staff offices in a 
moderately unstructured setting. Contacts are also made with Air Force officials several levels above the incumbent 
when presenting program and plans briefings. etc. 

The purpose of contacts is to influence managers or other officials to accept and implement findings or proposals. 
The employee may encounter resistance due to such issues as organizational conflict, competing objectives. or 
resource problems. . 

Factor 8. Physical l)emanus Level 8-1 5 Points 

Work is primarily sedentary. such as sitting comfonably. There may be some walking. standing. bending. and 
carrying of light items. 

Factor 9, Work EIl\'irOlllllent Level 9-\ 5 Points 

Most work is performed in a properly heated and ventilated. air conditioned, and well-lighted onice setting. 

Other significant facts pertaining to t~is position are: 

I. May travel by military or commercial air to conferences. meetings, or other functions away from the duty site. 

CLASSIFICATION SUMMARY: 

CLASSIFICATION STANDARD(S) USED: OPM Position Classification Standard for Management and Program 
Analysis Series. 05-343. TS-98, Augllst 1990. (HRCD·6, January 1999): and OPM Administrative Analysis Grade 
Evaluation Guide, TS-98, August 1990, (HRCP·6. January 1999). 

FACTOR LEVELS AND POINTS: 1-8/l550. 2·4/450.3-4/450.4-51325.5-4/225. 6&7·3C/180, 8·115. 9-1/5 

OS-13 Point Range: 3155·3600 
Total Points: 3190 
Grade: GS-13 

Final ClassificaliOIl: Program Analyst, GS-03.t3-13 

.,~ 
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NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION 

POSITION AND HIRING INFORMATION 
1. POSITION NUMBER . 2. POSITION nTlE 3. OCCUPA1l0NAL CODE 
9S43072 Program Analyst 0343 

4. ORGANIZATIONAL TITlE 5. CAREER 6. PAY 7. PAY B. TARGET 9. OPM FUNCnONAl 
GROUP SCHEDULE BAND PAY BAND CODE 


USTRANseOM, TCJS, Program and 

Budget Division, Program and Tee 
 Standard YA 0202Budget Branch 

10. DRUG TEST 11. BUS CODE 12. FAIR LABOR STANDARDS ACT 13. DOD SUPERVISORY 
STATUS & AF SLYES 2 NO- _N _x_ E 5CFR551;206 8888 5 

14. KEY/EMERGENCY 15. MOBILIZATION INDICATOR 16. ENVIRONMENTALJHAZARD 17. CERllFICA1l0N REQUIRED 
ESSENTIAL DIFFERENllAL 

C . Position required in __x_ NOYESNomobilization and peacetimeNA 
18. POSITIVE EDUCATION REQUIREMENTS 19. LANGUAGE REQUIRED 20. LANGUAG lut:Nllrlt:R 

NA
YES _x_ NO _YES_x_ NO 

21. FINANCIAL STATEMENTS REQUIRED 22. POSITION SENSITIVITY 23. PAY POOLIDENllFIER 24. LAUTENBERGISMITH 
AMENDMENT 


YES _X_ NO
- YES )( NONon-Criliclli Sensitive 
25. DUllES 

Applies program analysis knowledge and skills 10 support USTRANSCOM's Program Analysis & Financial 
Management Directorate' s financial data collection. analysis and reporting efforts. Develops financial dati:lmarts 
and utilizes on-line analytical processing (OLAP) tools. Analyzes and provides sound recommendations 
regarding the development of studies. policies and procedures affecting major Transportation Capital Working 
Fund (TWCF) business areas. Participates in the development and formulation of financial data management 
policies. Determines how metrics should be established and what they will represent. Analyzes data queries 
against several financial and operations database systems. Utilizes knowledge of financial. logistics and 
information systems to perform strategic command studies and analysis in support of senior command 
leadership. such as velocity performance metrics and financial and cargo movement trend analysis. Effectively 
uses knowledge of billing processes to analyze and evaluate plans for future systems. Makes sound 
recommendations to TCJ8 in meetings to devise new methods and measures to resource requirements. Performs 
multi-dimensional and statistical analyses in order to identify financial trends. formulate both short-range and 
long range forecasts. and provide performance metrics and historical data and workload reporting to senior 
management and applicable USTRANSCOM stakeholders. Works closely with TCJ8 budget analysts and 
managers. Uses knowledge of a variety of data systems to provide performance metrics. Interprets changes in 
DOD policy and federal law pertaining to objectives and operational requirements. 

~POSITION'S ORGANIZATION 
TCrrCJ8-B 

28. a. DUTY STA1l0N (City County· Slate Or Overseas Localion) 
Scott AFB, Belleville, St. Clair County, Il 


COMPETITIVE 


• ~ N OCCUPIED 

b. GEOGRAPHICAL LOCATION CODE 
177835163 

29. Core Competencies 

Air Force Skill Codes: 

Shred Literal Translation I 
I 50% 

Skill Code SubshredI Percentage 
Program Analysis, Data Systems IDTSARL 

PLN PVE Program Analysis, Planning. Logistics 
Ii 25% I ARL 

. Systems 

25% I ARL 
 FMR I Program Analysis, Financial Management I 
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NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION 

POSITION AND HIRING INFORMATION 
1. POSITION NUMBER . 2. POSITlON TITLe 3. OCCUPATIONAL CODE 
9543072 Program Analyst 0343 

4. ORGANIZATIONAL TITLE 5. CAREER 6. PAY 7. PAY 8. TARGET 9. OPM FUNCTIONAl 
GROUP SCHEDULE BAND PAY BAND CODe 

USTRANSCOM, TCJ8, Program and 
Budget Division, Program and TCC Standard VA 02 02Budget Branch 

10. DRUG TEST 11. BUS CODE 12. FAIR LABOR STANDARDS ACT 13. DOD SUPERVISORY 

YES ---...! NO STATUS & AF SL - 8888 N _x_ E 5 CFR 551.206 5-
i 14. KEY/EMERGENCY I 15. MOBILIZATION INDICATOR 16. ENVIRONMENTAUHAZARD 17. CERTIFICATION REQUIRED 
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No YES __x_ NONA mobilization and peacetime -

18. POSITlVE EDUCATION REQUIREMENTS 19. LANGUAGE REQUIRED 20. LANGUAGE IDENTIFIER 

YES NO _VES_x_ NO 
NA 

- _ x_ 

21. FINANCIAL STATEMENTS REQUIRED 22. POSITlON SENSITlVITY 23. PAY POOLIDENl1FIER 24. LAUTENSERGISMITH 
AMENDMENT 

- YES _X_ NO 
Non-Critical Sensitiyc YES x NO 

25. DUTIES 

Applies program analysis knowledge and skills to support USTRANSCOM's Program Analysis & Financial 
Management Directorate's financial data collection. analysis and reporting efforts. Develops financial datamarts 
and utilizes on-line analytical processing (OLAP) tools. Analyz.es and provides sound recommendations 
regarding the development of studies. policies and procedures affecting major Transportation Capital Working 
Fund (TWCF) business areas, Participates in the development and formulation of financial data management 
policies. Determines how metrics should be established and what they will represent. Analyzes data queries 
against several financial and operations database systems. Utilizes knowledge of financial. logistics and 
information systems to perform strategic command studies and analysis in support of senior command 
leadership, such as velocity performance metrics and financial and cargo movement trend analysis. Effectively 
uses knowledge of billing processes to analyze and evaluate plans for future systems. Makes sound 
recommendations LO TCJ8 in meetings to deVIse new methods and measures to resource requirements. Performs 
multi-dimensional and statistical analyses in order to identify financial trends, formulate both short-range and 
long range forecasts, and provide performance metrics and historical data and workload reporting to senior 
management and applicable USTRANSCOM stakeholders. Works closely with TCJ8 budget analysts and 
managers. Uses knowledge of a variety of data systems to provide performance metrics. Interprets changes in 
DOD policy and federal law pertaining to objectives and operational requirements. 

26. POSIl10N'S ORGANIZATION 
USTCrrCJ8-B 
27. POSIl10N OCCUPIED 28. a. DUTY STATION (City - County State Or Overseas location) 

Scott AFB, Belleville, 51. Clair County, IL 
COMPETITIVE b. GEOGRAPHICAL LOCATION CODE 

177835163 
29. Core Competencies 

Air Force Skill Codes: 

I Percentage Skill Code Shred Subshred Lileral Translation i 
I 50% AAL DTS Program Analysts, Data Systems 

I 25% ARL PLN PVE Program Analysis, Planning. Logistics 
: S~stems I 

! 
25% ARL FMR I Program Analysis, Financial Management I 
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CORE PERSONNEL DOCUMENT Number: 

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION: 

The primary purpose of this position is: To analyze, evaluate, advocate, and track joint strategic mobility 
programs through the entire DOD Planning, Programming, and Budgeting System (PPBS) process. Responsible 
for analyzing mobility programs' status, developing rationale to advocate and support mobility programs 
through the foHowing processes: Integrated Priority List (lPL), Transportation Working Capital Fund (TWCF), 
Program Objective Memorandum (POM), Program Review, Congressional Review, and Budget Review. 

The organizational location of this position is: US Transportation Command, Program Analysis and Financial 
Management Directorate, Programs Division, Scott AFB IL 

OR.GANIZATIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of this position are: To allow USCINCTRANS the ability to 
favorably impact USTRANSCOM through timely inputs into the PPBS. 

DUTY 1: Analyzes, evaluates, advocates, and tracks mobility issues and Command, Control, Communications, and 
Computer System (C4S) programs for ,USCINCTRANS during all phases of the DOD PPBS process. Prepares 
rationale for the development of the CINC's IPL; inputs to the Defense Planning Guidance (DPG); participates in execution 
reviews; develops issues for the Defense Resources Board (ORB) and advocates USTRANSCOM issues during the 
Program Review, Budget Review, Congressional Review, and execution phases of the PPBS. Prepares inputs and analysis 
for the Chairman's Program Assessment (CPA) and TWCF POM development. Completes in-depth analysis of program 
status, program decisions and budget decisions to keep major mobility programs on track in accordance with the DPG. 
Programs include airlift, sealift, overland, and terminal operations and all mobility related C4S. 30% Critical 

STANDARDS: 

A Effectively applies financial and programming knowledge and skills to mobility and C4S programs. 

B. Effectively plans and conducts timely analysis oftransportation C4S programs, projects and requirements for 
CINCTRANS during all phases of the PPBS process. 

C. Thoroughly coordinates with the USTRANSCOM headquarters staff and Transportation Component Commands 
(TCCs)-Air Mobility Command, Military Sealift Command, and Military Transportation Management Command - to 
analyze infonnation relative to mobility and C4S requirements for the overall Defense Transportation System (DTS) and 
presents timely results to decision makers. 

D. Provides timely, reasonable, and accurate mobility and C4S program guidance to the TCCs and the USTRANSCOM 
staff in preparation of the CINC's participation in the Defense Resources Board (ORB), fonnulation of the CINe's IPL, 
and the CINC Initiatives Fund (CIF). Reviews; consolidates, and makes specific recommendations on the TCC inputs and 
USTRANSCOM staff inputs. 

KSA: All 

DUTY 2: Develops and coordinates the Capital C4S portion of the USTRANSCOM TWCF POM. Formulates and 
pro\,ides guidance to the TCCs and stafffor their preparation of the TWCF POM. Reviews, consolidates, and makes 
specific recommendations on the TCC and staff POM inputs. Analyzes and makes programmatic recommendations to 
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senior leadership for approval, and forwards the POM submission to Office of the Secretary of Defense (OSD) 
(OSD/PA&E). Formulates rationale and advocacy positions for use in developing the TWCF POM and in Supp011ing 
programs during program and budget reviews. Represents USTRANSCOM on OSD TWCF programming committees and 
meetings. 20% Critical 

STANDARDS: 

A. Provides timely, reasonable and accurate guidance to the TCCs and Headquarters stafffor preparation of the TWCF 
POM. 

B. Ensures sound, fact-based programmatic recommendations are provided for use in formulating the TWCF POM and in 
supporting programs during program and budget reviews. 

C. Effectively plans the POM process to ensure timely submission to OSD/PA&E. 

KSA: All 

;, , , 
DUTY 3: Serves as the USCINCTRANS ~ point of contact for all C4S related programmatic issues for the 
Headquarters (HQ) and the TCCs. Analyzes C4S programs status, develops all C4S issues relevant to the CINC [PL, 
serves as TCJ8 representative for the USTRANSCOM C4S Corporate Management Structure, develops rationale to 
advocate and support C4S programs through the execution, program and budget review processes, and provides guidance 
to HQ managers and TCCs on all C4S TWCF projects. 20% Critical 

STANDARDS: 

A. Provides logical and highly reliable analysis ofC4S mobility issues and their impact on the USTRANSCOM programs 
in the DTS. 

B. Provides expert analysis of USTRANSCOM C4S and makes timely recommendations with absolute minimum 
supervision to the USTRANSCOM senior staff on systems impact or improvements to support the USTRANSCOM 
mission. 

KSA: All 

DUTY 4: Develops USCINCTRANS positions to advocate adequate funding support for all mobility 
programs. Tracks the financial status of all major transportation programs as they appear in the Services' POMs, 
OSO Program Decision Memoranda (POM), Budget Estimate Submission (BES), numerous OSD Program Budget 
Oecisions(PBO) and the President's Budget (PB). Accurate tracking and analysis of program data is critical to 
USTRANSCOM's ability to favorably influence such forums as the ORB. Incumbent receives, transmits, and 
analyzes numerous packages of information from several automated distribution systems; the most important of 
which is the Secret lntemet Protocol Router Network (SIPRNET). 15% Critical 

STANDARDS: 

A. Actively engages in tracking financi~1 status of all transportation C4S programs as they appear in the Services 
POM, OSO POM, BES, OSD PBD, and the PB, and develops timely position papers for USCTNCTRANS to 
advocate funding support. 
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B. Using extensive personal knowledge of C4S within the DTS, prepares timely and accurate impact evaluation of 
programming and budget decisions to the Program Analysis and Financial Management Director and the 
USTRANSCOM senior staff. 

KSA: All 

DUTY 5: Evaluates the impact of Service and OSD programming and budget decisions on transportation systems. 
Ensures an analysis of these issues adequately addresses USCINCTRANS priorities and concerns. Prepares reclama and 
Major Budget Issue (MBI) papers and briefings as required. Represents USTRANSCOM and its components as required 
on joint funding issues involving mobility acquisition programs. Works extensively with middle and senior level staff 
managers in the Services, Joint Staff, and OSD, as well as the major command components to gather and analyze financial 
information concerning mobility programs. 10% Critical 

STANDARDS: 

A. Thoroughly evaluates the impact of Service and OSD programming and budgeting decisions on tile DTS. 

B. Promptly prepares reclama, position papers, informational papers, and briefings on major budget issues. 

C. Effectively coordinates with middle and senior level staff members in the military Services, Joint Staff, OSD, and the 
TCCs to determine the impact of programming and budget decisions. 

KSA: All 

DUTY 6: Develops and manages the financial status of the USTRANSCOM Countcrdrug and CJCS Exercise 
Programs. Prepares annual counterdrug financial program. Assures funds availability to support transportation costs for 
both planned and short notice CONUS and OCONUS counterdrug Special Assignment Airlift Missions and related 
Channel Cost support missions. Manages execution of counterdrug program obligations and expenditures. Prepares and 
submits the annual CJCS exercise POMs to the Joint Staff and HQ USAF. Recommends funding adjustments as 
appropriate for both programs, and seeks additional funds as required. Provides monthly status report to OSD, Drug 
Enforcement Policy and Support and the Air Staff Financial Management for counterdrug program, and quarterly reports to 
TCJ8 for the CJCS Exercise Program. 50!.) Non-Critical 

STANDARDS: 

A. Effectively manages the funding for the airlift missions in the Counterdrug Program. 

B. Submits accurate and timely POM inputs to the Joint Staff and HQ USAF for the CJCS Exercise Program. 

C. Maintains a timely and accurate tracking system to assure funds availability for counterdrug missions. 

D. Closely monitors funds for CJCS exercises and requests additional funds from Joint Staff and HQ USAF when required 
in a timely manner. . 

E. Prepares accurate and timely reports. 

KSA: All 
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Other significant facts pertaining to this position are: Travel by military or commercial carriers in the performance of 
TDY duties is required. An advanced degree in business administration or financial management is highly desirable. Most 
of the work is sedentary and performed in an office setting. 

RECRUlTMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): 

I. Mastery knowledge of Planning, Programming, and Budgeting System (PPBS) processes and requirements. 

2. Mastery knowledge of management policies, regulations, and rules to perform integrated analysis of issues, problems, 
projects and sru~ies. 

3. Expert knowledge of PPBS regulations and rules to analyze issues to independently negotiate the command's position. 

4. Knowledge of program management and air, land, and sea Command, Control, Communications, and Computer 
Systems (C4S) and procedures to evaluate and make recommendations. 

5. Thorough knowledge of DOD military command structure, missions, programs, policies and organizational 
relationships plus a thorough knowledge of quantitative and qualitative methods to develop the PPBS process. 

6. Ex'pert knowledge of analytical and evaluative methods plus a thorough understanding of how programs are 
adm in istered. 

7. Thorough knowledge of the military command's facilities planning, acquisition and management process to prepare 
long-range (5 years) and short range planning guidance in accordance with broad program policies and objectives. 

8. Expert knowledge of Office of the Secretary of Defense (OSD), Joint Staff, and all services planning, programming, and 
budgeting documents. 

9. Skill and ability in the use of automated distribution systems to include the Secret Internet Protocol Router Network 
(SIPRNET). 

10. Demonstrated skill in written and oral communications is required. 

CLASSIFICATION FACTORS: 

Factor 1, Knowledge Required By The Position Level \-8 Points 1550 
Mastery knowledge of planning, programming, and budgeting policy requirements, procedures and regulations to serve as 
a technical advisor to USTRANSOCM staff to make decisions and develop policies in very difficult assignments and to 
lead and participate as a technical expert in interagency groups to resolve problems in existing programs requiring 
innovative solutions. 

Mastery knowledge of management policies, regulations, and rules to perform integrated analysis of issues, problems, 
projects and studies that impact USTRANSCOM and subordinate component commands. 

Expert knowledge of PPBS regulations and rules to analyze issues to independently negotiate the command's position. 

Expert knowledge of program management and air, land, and sea C4S and procedures to evaluate and make 
recommendations. 
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Knowledge of DOD military command structure, missions, programs, policies and organizational relationships, plus a 
thorough knowledge of quantitative and qualitative methods to develop the PPBS process. Mastery knowledge of program 
management policies, regulations, and rules to perform integrated analysis of program issues, problems, projects and 
studies that impact the subordinate component commands. 

Expelt knowledge of analytical and evaluative methods, plus a thorough understanding of how programs are administe·red 
to select and apply appropriate program evaluation and measurement techniques in determining the extent of compliance 
with rules and regulations issued by the agency or in measuring and evaluating program accomplishments. This may 
include evaluating the content of new or modified legislation for projected impact upon the command's programs of 
resources. 

Mastery of advanced management and organizational principles and practices along with a comprehensive knowledge of 
planning, programming, and budgeting regulations, guidelines, and processes, and a thorough knowledge of the military 
command's facilities planning, acquisition and management process to prepare long-range (5 years) and short-range 
planning guidance in accordance with broad program policies and objectives. Develops resource (staffing and funding) 
guidance for subordinate component commands and performs continuous appraisal of the utilization of USTRANSCOM 
resources in accomplishing program objectives and goals. The work requires ability to direct complex studies requiring 
application of advanced analytical methods and techniques. Performs in-depth analysis of multibillion-dollar programs to 
include airlift, sealift, and overland operations. 

Expel1 knowledge of OSD, Joint Staff, and all services planning, programming, and budgeting documents is required to 
prepare rationale for the CINe's IPL, inputs to the DPG, and development of issues for the DPRB and USTRANScOM 
POM. 

Mastery knowledge of analytical and evaluative methods to assess programs and budgets decisions to keep multibillion
dollar programs on track in accordance with the DPG. A high degree of analytical expertise is required to track the 
USTRANSCOM program decision package, to develop funding alternatives and to brief USCINCTRANS on options. 
Performs analysis and prepares numerous packages of information from several sources. 

Factor 2, Supervisory Controls Level 2-4 Points 450 

The supervisor sets the overall objectives and, in consultation with the employee, detern1ines time frames and possible 
shifts in staff or other resources required for the projects. The employee is responsible for planning and carrying out the 
projects; resolving most ~of the conflicts that arise, integrating and coordinating the work of others as necessary; and 
interpreting policy on own initiative in terms of established objectives. The employee, having developed expertise in 
program management, is delegated broad authority and freedom of action to accomplish the work. The employee 
interprets policy on own initiative in terms of command objectives and renders decisions independently. The incumbent 
consults superiors only on highly controversial matters that could potentially have far-reaching implications. The 
supervisor is kept informed of progress and problems with policy implications and need for major changes in approach. 
Completed work is reviewed from an overall standpoint in terms of feasibility, compatibility with other work, and 
effectiveness in meeting requirements of expects results. 

Factor 3, Guidelines Level 3-4 Points 450 

Guidelines consist of PPBS, Services regulations, directives, command regulations, Program Management, Operational 
Documents, acquisition regulations, and locaf guidelines. Guidelines for performing the work are of limited use or scarce. 

The incumbent uses initiatives and resourcefulness in deviating from traditional methods, policies, and procedures. The 
incumbent researches patterns and trends to develop new methodo"logies, procedures, proposed new policies pertaining to 
program management issues and negotiates the command's position. Incumbent is expected to make on-the-spot decisions 
based on background knowledge, good judgment and common sense and must use his/her own judgment in situations not 
covered by regulations. 

DATE: August 1996 6 



CORE PERSONNEL DOCUMENT Number: 

The PPBS provides for the general policy guidance and time lines in which planning, programming, and budgeting occurs. 
This position provides a large degree of latitude in interpreting policy to support USTRANSCOM programs. The work 
requires the employee to review OSD, Joint Staff, Services, and USTRANSCOM documents and utilize individual 
judgment in recommending policy changes. 

Factor 4, Complexity Level 4-5 Points 325 

The work consists of projects which require analysis of interrelated and integration of substantially all segments of program 
management, air, land, and sea issues with concerns toward the effectiveness, efficiency and productivity of missions and 
programs. The work also consists of evaluating the effectiveness of program management. Decisions regarding what 
needs to be accomplished, include major areas of uncertainty in the approach, methodology, interpretation, and evaluation 
of program management processes and issues. These areas of uncertainty may result from such elements as major changes 
in programs, the ever changing PPBS and our ability to be able to react effectively to ensure USTRANSCOM's 
requirements are met. Decisions are also made to respond to unknown contingencies and conflicting requirements 
regarding the program. The problems encountered are often difficult and obscure in nature. 

The work requires developing new procedures, establishing new criteria and information; plus remaining abreast of the 
ever changing PPBS and be able to react so that USTRANSCOM's requirements continue to be met. Reviews Joint 
Service Doctrine concerning the program and initiates actions as necessary to ensure USTRANSCOM can perform the 
mission. Analyzes and reviews program management processes. Source data for programming and budgeting functions 
comes from a wide variety of sources and functional managers; therefore, the position requires in-depth understanding of 
programming and budgeting at the Service and OSD level as well as within the component commands. The programming 
process is further complicated by continuous refinements in strategy and procedures, by congressional action or DOD 
policy. 

Factor 5, Scope and Effect Level 5-5 Points 325 

The work involves isolating and defining unknown conditions, resolving critical problems, and developing new policies 
and procedures on program management issues. This position produces documents which tracks current and future 
funding for USTRANSCOM programs as well as position papers and reports that the CINC will use to advocate 
transportation issues across all services and other government agencies such as DISA and DLA. 

The incumbent's expert ~dvice and recommendations will have significant impact on future USTRANSCOM, USAF, 
Navy, Anny, and DOD. The work also has significant impact on future USTRANSCOM, USAF, Navy, Army, and DOD 
issues and programs. 

Factor 6 & 7, Personal Contacts/Purpose of Contacts Level3-C Points 180 

Contacts are with senior officials of USTRANSCOM, HQ USAF, MAJCOMs, and all services. Works extensively with 
middle and senior level staff in the Services, other govemment Joint Staff, and OSD, as well as the major 
command components to gather and analyze financial information concerning programs. 

The purpose of contacts is to influence experts, and senior management officials to accept and implement decisions, 
recommendations and findings on program management issues and USTRANSCOM missions. May encounter resistance 
due to planning, programming, and budget is~ues. 

Factor 8, Physical Demands Level 8-1 Points 5 

The work is primarily sedentary. Occasionally the employee may be required to carry light objects such as files, books, 

and papers. No special physical qualifications are required. 
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Factor 9, Work Environment Level 9-1 Points 5 

The work is performed in an office setting. 

CLASSIFICATION SUMMARY: 

CLASSIFICA TION ST ANDARD(S) USED: 

A. OPM PCS for Management and Program Analysis Series, GS-0343, Aug. 1990, TS-98. 

B. OPM PCS for Administrative Analysis Grade Evaluation Guide, Aug. 1990, TS-98 

CLASSIFICAnON REMARKS: Program analysis and identification of resources for program support are the primary 
requirements of this position. The position is not responsible for constructing, executing and tracking program budgets. 
Since understanding of the command programs, functions, analytical processes and long range planning/proramming are 
paramount, this position is appropriately classified as a Program Analyst. 

TOTAL POINTS: 3290 

GS-13 Point Range: 3155 - 3600 
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CORE PERSONNEL DOCUMENT 	 Number: 9S42729 

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION: 

The primary purpose of this position is: to serve as the technical expert responsible for advising the Training & 
Civilian Personnel Division Chief in all areas of human resources management including transformation planning. 

The organizational location of this position is: USTRANSCOM, Directorate of Manpower and Personnel, Scott 
AFE,IL. 

ORGANIZATIONAL GOALS OR OBJECTIVES: 


The organizational goals or objectives of this position are: see mission and function statement on me. 


DUTY 1: 	 Critical 

Serves as the USTRANSCOM advisor to the Training & Civilian Personnel Division Chief. Advises the Division 
Chief in all areas of human resources to include transformation planning. Directs or personally conducts comprehensi ve 
management studies of human resources issues and problems to identify solutions that can be effectively and efficiently 
integrated with short- and long-range human resource planning efforts. such as new and evolving organizational 
management, personnel management, and administrative concepts, policies, guidelines, processes and procedures. Based on 
written analyses and conclusions, proposes plans and strategies to improve organizational management and structure of 
positions with USTC. Utilizes a knowledge of AF, DOD, OPM, Joint Staff, and USTRANSCOM guidance, regulations and 
laws in providing recommendations and resolution to numerous and widely ranging issues and problems. Actively pursues 
and resolves issues that require in-depth discussions and a thorough explanation and knowledge of manpower and civilian 
personnel processes and regulatory guidance. Recommends necessary modifications to policies and procedures to enhance 
program cffccti veness, correct deficiencies,and ensure compliance. 

STANDARDS: 

A. In most cases, advises the Division Chief of the human resources strategic plans that are compatible with and 
further the AF and USTRANSCOM mission, goals, and objectives. 

B. Analyses and proposals are almost always thoroughly researched, coordinated and effectively presented. 

KSA: 1,2,3,4,5,6,7 

DUTY 2: 	 Critical 

Analyzes and evaluates organizational mission, structure, and programs, as well as manning and skill levels to 
.. _	d.et~rmine short- and long-range.manpower/personnel requirements. .Based onpIOjectedtechnological-and mission 

program changes, determines and recommends skill and personnel development needs, and ensures logical 
authorizatiOn/personnel utilization and appropriate organizational structure without adversely affecting human resources. 
Proposes plans and strategies to improve organizational, management, and personnel operations. Develops and administers 
Career Progression Planning, SES transformation planning, DPO career field development and training, Rotation Planning 
for both mi Iitary and ci vi Iian, and internal internship programs. Develops programs such as mentoring, .the exchange of 
personnel between components, and rotating personnel between directorates in order to maximize knowledge and skill 
levels. Develops and manages special projects such as Foreign Languages and Joint Credit. 

'STANDARDS: 

A. Regularly advises the Division Chief on the most efficient organizational structure, taking into consideration both 

the short and long-term manpower/personnel requirements. 


B. In most cases, ensures that logical and most effective organizational structures are maintained within 

USTRANSCOM. 
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C. Typically proposes plans and strategies to improve organizational structure. 

KSA: 1,2,3,4,5,6,7 

DUTY 3: Critical 

Advises the Division Chief on the development and implementation of all strategic planning initiatives and actions 
related to manpower and personnel issues. Develops USTRANSCOM responses to DoD strategic planning initiatives. 
Incorporates DoD direction and guidance into USTRANSCOM strategic planning. Evaluates new and emerging 
management initiatives for impact upon USTRANSCOM operations. Develops, forecasts and recommends medium and 
long-range effects for improvements that can affect USTRANSCOM operations. Develops strategic objectives and 
strategies to prepare USTRANSCOM for more effeGtive management of programs, people and infrastructure. 

STANDARDS: 

A. Almost always develops effective USTRANSCOM responses to DoD strategic planning initiatives. 

B. Evaluates new and emerging management initiatives for impact upon USTRANSCOM operations, nearly all of 
the time. 

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

DUTY 4: Critical 

Serves as the POC for BRAC and National Security Personnel System (NSPS). Develops and participates in training, 
meetings, working groups with other personnel specialists at AF, Joint Staff, and MAJCOM level in the first stages of 
implementation of NSPS. Keeps abreast of policies and provides comments as requested. Develops and provides 
supervisory and employee training to encompass all aspects of NSPS. Performs and/or directs special assignments and 
studies. 

STANDARDS: 

A. Often works with the AF NSPS staff, Joint Staff, MAJCOM/DP and CPF staffs in obtaining up-to-date 
information on training, policies, and procedures. 

B. Normally creates and delivers effective briefings and policy papers in a timely manner. 

C. In most cases, demonstrates outstanding organizational skills and comprehensive knowledge of new and 

em!erging (ulesand effec.tiyely.conyeys thatinformationto. widely . .varying offices. ~--.---.-.---. 


D. Normally when functioning as a project officer, takes the lead to identify resources needed, establish milestones 

and goals, and ensure key players are moving toward project accomplishment. Normally ensures final product meets 

stated objectives, addresses pertinent issues, and reflects an understanding of the impact of the project and/or final 

product. 


KSA: 1,2,3,5,7 

DUTY 5: Critical 

Prepares and delivers oral presentations such as briefings, training sessions, consultations, and strategy sessions 
with other staff service functions and activities to secure cooperation, resolve controversial matters, and convey 
information relative to proposed cbanges in assigned program(s). Develops and prepares a variety of correspondence 
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and other documentation, i.e., memoranda, position papers, reports, staff studies, staff summary packages, briefings, charts, 
bullet background papers, etc. 

STANDARDS: 

A. Reports, papers, briefings, correspondence and other staff actions are usually effectively presented whether 
written or oral. 

B. Effectively represents the organization and Command with professionalism. 

KSA: 1,2,3,5,7 

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): 

1. Expert knowledge of long range and strategic planning methods and concepts as it related to human resource 
management. 

2. Expert knowledge of management and USTRANSCOM missions and objectives and their implications for 
personnel programs. 

3. Comprehensive knowledge of human resources policies, procedures, and practices in recommending employee 
programs, development, mobility, careel: broadening, and mentoring. 

4. Expert knowledge and skill in qualitative and quantitative analysis techniques for analyzing and measuring the 
return on human capital investment 

5. Ability to communicate effectively, both orally and in writing. 

6. Skill in gathering facts and the use effective, analytical, and evaluative methods to accurately assess information 
and make sound decisions. 

7. Skill and ability to encourage, persuade, negotiate, and motivate at all levels. 

CLASSIFICATION CRITERIA: 

Factor 1, Knowledge Required By The Position Level 1-8 1550 Points 

--Expert knowledge of the concepts, principles, and methods of doctrine development and strategic planning as it 
relates to human capital management in order to develop human resources doctrine and strategy . 

. --Expert knowledge of a·wide range ofqualitative and quantitative methods for the assessment and improvementof'- 
critical command HR plans and programs. 

--Knowledge of military command structure, missions, programs, and organizational relationships and program goals 
and objectives; the sequence and timing of key issues and milestones; and methods of evaluating the effectiveness of 

planning actions related to key command administrative actions. 


--Skill in designing and conducting comprehensive studies, and developing solutions to broad, important, and severe 

command management processes. 


--Expert skill in analytical processes and evaluative techniques to identify problems and resolve issues. 


--Expertly determines the impact of proposals and offers opposite points of view or other courses of action that will 

achieve desired results. . 
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Factor 2, Supervisory Controls 	 Level 2-4 450 Points 

Within a framework of priorities, funding, and overall project or program objectives, the employee and supervisor 
develop a mutually acceptable program plan that typically includes identification of key initiatives, timelines for 
proposed changes, and the deadlines for completion. The employee is expected to develop, design, and carry to 
completion all projects, studies and programs with minimal supervisory control. Work is considered to be fully 
authoritative and is generally accepted as presented. Completed work is reviewed for adherence to policy objectives. 

Factor 3, Guidelines 	 Level 3-4 450 Points 

Guidelines consist of general administrative policies and management and organizational theories that require 
considerable adaptation and/or interpretation for application to issues and problems studied. Policies and precedents 
provide a basic outline of the results desired, but do not go into detail as to the methods used to accomplish the 
project. Guidelines require considerable judgment and adaptation to tailor the guidelines to specific 
USTRANSCOM unique requirements. Administrative guidelines usually cover program goals and objectives of the 
AF, Joint Chiefs of Staff and DoD. Within the context of broad regulatory guidelines, the employee must typically 
refine and develop more specific guidelines to complete the required planning and programming requirements. 

Factor 4, Complexity 	 Level 4-5 325 Points 

The work consists of projects and studies which require analysis of interrelated issues of mission capability and 
human resource managements. Assignments involve developing long-range strategic plans and overarching doctrine 
to guide policy makers in developing human resources programs that meet the operational needs of USTRANSCOM. 
Decisions about how to proceed in planning, organizing and conducting studies are complicated by constant addition 
or change in USTRANSCOM missions, functions, responsibilities, and/or operations. These changes often require 
the development of new ways to implement the projects or studies being addressed. 

Factor S, Scope and Effect. 	 Level 5-4 225 Points 

The purpose of the work is to analyze and evaluate manpower and human resource management and its relationship. 
Work affects and supports the planning, organizing, scheduling, priorities, assessment, and decision making process 
of USTRANSCOM. The work often involves investigating and resolving a variety of unusual problems, questions, 
or conditions. Work affects the plans, goals, and effectiveness of missions and programs throughout 
USTRANSCOM. The work involves identifying and developing ways to resolve problems or cope with issues, 
which directly affect the accomplishment of specific command unique goals and objectives. Recommendations 
contribute to the optimum organization of functions, organizational concepts, and staffing of programs throughout 
the organization. 

Factor 6, Personal Contacts and Factor 7, Purpose of Contacts LeveI6-3/7-c 180 Points 

Personal contacts are with all levels of management, including General Officers and Senior Executive Service (SES) 
.. -.. 	members located at USTRANSCOM; Contacts also include counterpart officials in other combatant commands~---

contractors, and other command staff offices in a moderately unstJ:uctured setting. The purpose of the contacts is to 
influence managers or other officials to accept and implement findings or proposals. The employee may encounter 
resistance due to such issues as organizational conflict, competing objectives, etc. 

Factor 8, Physical Demands 	 Level 8-1 5 Points 

Work is primarily sedentary, such as sitting comfortably. There may be some walking, standing, bending, and carrying of 
light items. 

Factor 9, Work Environment 	 Level 9-1 5 Points 

The work is performed in an office environment with no unusual risks or discomforts. 
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Other significant facts pertaining to this position are: 

Employee must be able to obtain and maintain a Secret clearance. 

CLASSIFICATION SUMMARY: 

CLASSIFICATION STANDARD(S) USED: OPM Position Classification for Miscellaneous Administration and 
Program Series, GS-301, TS-34, Dated Jan 1979. OPM PCS for Management and Program Analysis Series, GS
343, Dated Aug 1990. OPM PCS for Administrative Analysis Grade Evaluation Guide, Dated Aug 1990. 

FACTOR LEVELS AND POINTS: 1-8/1550 pts, 2-4/450 pts, 3-4/450 pts, 4-5/325 pts, 5-4/225 pts, 6-3I7c/180 pts, 
8- lI5 pts, 9-1/5 pts. 

GS-13 Point Range: 3155 - 3600 
Total Points: 3190 
Grade: GS-13 

CLASSIFICA TION REMARKS: 

The primary purpose of this position is to function as the technical expert for advising the Training and Civilian 
Personnel Division Chief on all areas of human resources management including transformation planning. The GS
301 series includes positions the duties of which are to perform, supervise, or manage nonprofessional, two-grade 
interval work for which no other series is appropriate. The work requires analytical ability, judgment, discretion, and 
knowledge of a substantial body of administrative or program principles, concepts, policies and objectives. Primary 
responsibilities of this posilion include strategic planning in the area of manpower and human resources, along with 
advice and assistance to the Training and Civilian Personnel Division Chief on a variety of issues. Although the 
position encompasses work defined in the Human Resources Management Group, GS-200, the duties do not directly 
match the series definitions or have civilian personnel authority so the GS-30l is deemed most appropriate. There 
are no titles specified for positions classified in the GS-301 series, therefore the title Manpower & Human Resource 
Strategic Planning Analyst is used since it best'describes the duties to be performed. 

Final Classification: Manpower & Human Resource Strategic Planning Analyst, GS-301-13 

AFPC Free Flow Format 
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PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION: 

The primary purpose of this position is: to provide human resource guidance on civilian personnel policies, 
develop and analyze civilian personnel utilization within the command, and perfonn human resource studies. 
Provides advice and recommendations to USTRANSCOM and component commands. 

The organizational location of this position is: US Transportation Command, Scott AFB IL (Office symbol 
on page 1) 

ORGANIZATIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of this position are: to provide an effecti've and efficient 
organizational structure, establish an efficient human resource program, and identify decision making 
alternatives and recommendations for these programs. 

DUTY 1: Advises management on the efficient and effective use of human resources. Responds to supervisor and 
manageent official inquiries or requests for organizational or individual position reviews. Recognizes and acts upon 
situations that need attention. Analyzes all pertinent facts and policies pertaining to the individual situation. Coordinates 
with other personnel function and staff offices as necessary. Identifies human r~source management problems and 
concerns. Develops recommendations and and alternate solutions. Critical 

STANDARDS: 

A. Responds in a timely manner to management inquiries or requests for organizational or individual position reviews. 

B. Submits recommendations to management officials, suggesting appropriate considerations such as posiiton structuring 
for career progression or methods for reducing job dilution. 

KSA: I through 9 

DUTY 2: Advises employees or supervisors on legal or regulatory requirements andlor entitlements, pertinent policies, 
and procedures. Evaluates controversial problems and recommends improvements in personnel policies, procedures, and 
practices that meet legal/regulatory requirements and meet the needs of the organization. 

Critical 

STANDARDS; 

A. Provides infonnation that is current, accurate and consistent with applicable directives. Provides advice that reflects 
sound judgment. 

B. Analyzes controversial problems and recommends improvements in personnel and-organizational policies, procedures, 
and practices that are consistent with legal and regulatory requirements. 

C. Prepares timely correspondence, reports; and documentation that are normally acceptable as written in tenns of clarity, 
accuracy, and attention to the pertinent issues. 
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.. 

D. Meets suspense and time sensitive taskings in sufficient time to allow for coordinating level review. If necessary, 
requests extensions prior to the established due date. 

KSA: .1,2, 3, 4, 9 

DUTY 3: Serves as the command advisor in all areas of human resource management. Leads special projects and 
initiatives and performs special assignments with regard to human resource management, including career 
enhancement/development programs. Accomplishes staff studies in all phases of civilian personnel program areas and 
proposes regulatory and program changes. . Critical 

STANDARDS: 

A. Researches and recommends appropriate solutions to problems in variety of human resource areas. 

B. Develops and disseminates USTRANSCOM Policy Directives pertaining to civilian personnel issues with the 
command. 

C. Promptly disseminates career development program guidance, researches new programs, makes 
recommendations, reviews nomination packages, and monitors planned rotational assignments for executives. 

D. Accomplishes thorough staff studies and prepares complete and concise point papers for the Commander, 
Deputy Commander and other key command officials to inform them of special and on-going issues in 
USTRANSCOM pertaining to civilian personnel. 

E. Accurately quantifies manpower and personnel issues and constructs logical, consistent and accurate interim and final 
reports. 

KSA: 1,2,3,4, 5 ,6, 7, 8, 9 

DUTY 4: Takes actions necessary to identify long and short range personnel needs of the command. Considers actions 
necessary to meet organizational and individual goals. Provides positive assistance in the solution of problems ofmoraJe 
and high grade management. Accomplishes this through various means to include staff studies, discussions with other 
command staff, informational briefmgs, and leading special work groups. 

Critical 

STANDARDS: 

A. Accurately quantifies data into meaningful reports or documents. 

B. Promptly addresses resource issues and provides constructive solutions. 

C. Maintains accurate data to substantiate recommendations. 

KSA: 1,3,4,5,8 
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DUTY 5: Participates in discussion's, meetings or serves on panels or committees, Briefs senior level managers on 
various aspects of civilian human resource programs to include position structure, position classification, 
recruitment and placement programs, employee performance, etc. Considers the audience composition, knowledge 
level and desired outcome when composing the material. Non Critica-l Met \-'6,.....:1. Q £. \ e I\'<!-II'-T 

A: 

B. ctured and address the designated issues. 

STANDARDS: 

KSA: 1,2,4,5 

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): ' 

1. 	 A sound theoretical knowledge and practical understanding of federal personnel management functions, theories and 
techniques and of basic relationships of the various personnel disciplines. 

2. 	 Knowledge laws, executive orders, regulations, policies and concepts pertaining to classification, staffing, employee 
relations, and employee development. 

... 
:!. 	 Knowledge of agency and command missions and objectives and their implications on personnel management 

programs and civilian resource management. 
4. 	 Ability to communicate effectively with others, both orally and in writing, in working out solutions to problems or 

questions relating to work. 
5. 	 Ability to gather facts and use effective, analytical and evaluative methods to accur::ltely assess information and make 

sound decisions. 
6. 	 Ability to plan and carry out work assignments producing both the quality and quantity expected. 
7. 	 Ability to develop improvements in and design new work methods and procedures. 
8. 	 Knowledge of the principles, functions and processes of management. 
9. 	 Kno\~ledge of sound organizational and position structures for complex, diverse organizations. 

CLASSIFICATION FACTORS: 

Factor 1, Knowledge Required By The Position 	 Level 1- 7 Points 1250 

Knowledge of federal personnel policies, procedures, regulations, laws, and executive orders. Knowledge of qualitative 
and quantitative techniques for analyzing and measuring the effectiveness, efficiency and productivity of administrative 
and technical programs. Thorough knowledge of the mission, organization and work processes of the programs throughout 
the command. Skill in conducting studies, analyzing fmdings and making recommendations on substantive operating 
programs. Skill in preparing project papers and staff reports and preparing and presenting briefmgs to managers. 
Knowledge of analytical and investigative techniques to conduct and validate staffmg requirement and utilization surveys 
ofheadquaners organizations. Thorough knowledge of management and organizational techniques, systems and processes 
for use in performing a wide variety of analytical studies and projects. 

Factor 2, Supervisory Controls 	 Level 2-4 Points 450 

Works under general administrative supervision of the Branch Chief. Makes decisions, commitments and takes action on 
items for which responsibility has been assigned. Completed assignments are considered technically authoritative and 
normally accepted with no significant change. Many situations are urgent and critical to further decision processes 
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requiring the incumbent to use independent judgment and originality. Decisions made by incumbent are considered 
authoritative. 

Factor 3, Guidelines Level 3-4 Points 450 

Guidelines include laws, Executive Orders, federal, department and agency regulations, manuals and instructions. Also 
included are general administrative policies and management/organizational theories that require considerable adaptation 
andlor interpretation. Guidelines are often limited, conflicting or non-existent, requiring resourcefulness and initiative on 
the part of the employee to make application to specific situations. 

Factor 4, Complexity Level 4-5 Points 325 

Work consists of projects and studies that require analysis of interrelated issues ofeffectiveness, efficiency and 
productivity of substantive mission-oriented programs. Decisions about how to proceed are complicated by conflicting 
program goals and objectives that may be driven from changes in legislative or regulatory guidelines andlor variations in 
the demand for program services. The incumbent develops options, recommendations and conclusions taking into account 
uncertainties about the data and other variables which may affect long-range program performance. When current 
measurements of effectiveness are ambiguous, the incumbent develops new information about the subject and establishes 
criteria to measure program accomplishments andlor develop new approaches for program evaluation that serves as 
precedence for others. . 

Factor 5, Scope and Effect Level 5-4 Points 225 

Establishes criteria to measure andlor predict the attainment of program or organizational goals and objectives. Completed 
work contributes to the effectiveness, effiCiency and productivity of large organizations within an agency. 

Factor 6 & 7, Personal ContactslPurpose of Contacts Level 3-C Points 180 

Contacts are with people outside the agency and may include consultants, contractors, or business executives in a 
moderately unstructured setting. Incumbent influences managers and supervisors into accepting and implementing 
findings and recommendations. Some resistance may be encountered ·due to such issues as organizational conflict and 
resource problems. 

Factor 8, Physical Demands Level 8-1 5 Points 

The work is primarily sedentary. Occasionally the employee may be required to carry light objects such as files; books·and 
papers. No special physical qualification are required. 

Factor 9, Work Environment Level 9-1 5 Points 

The work is performed in an office setting. 

CLASSIFICATION SUMMARY; 

CLASSIFICA TlON ST ANDARD(S) USED: OPM PCS for Miscellaneous Administration and Program Series, GS-30 1, 
TS-34, dtd Jan 79; OPM PCS for Management and Program Analysis Series, GS-343, TS-98, dtd Aug 90; OPM PCS for 
Personel Management Series, GS-20I,Part II, TS-62, dtd Jun 66, dtd Jun 76; OPM PCS Personnel Staffmg Series, GS
212, TS-6, dtd lun 71, Position Classification Series, GS-22I, TS-62, dtd lun 66, OPM PCS Employee Relations Series, 
GS·230, T8-25, dtd Jun 76; OPM }lCS Employee Development Series, GS-235, TS-4, dtd Apr 71; Administrative Analysis 
Grade Evaluation Guide, T8-98, dtd Aug 90 
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CLASSIFICATION REMARKS: Total Points = 2890, GS-12 

Employee may be required to support the 
Crisis Action Team (CAT) during exercises 
and/or contingencies. This may require the 
employee to work overtime or other than 
normal duty schedule. 

6DATE: August 1996 



• 


• 




AIH FOI~CE STt\NDAIU> CUIO:: IJERSO\'1\'FL DOCUl\IENT (SCPD) 

o Rr..\N!Z:\TIO~: USTC/TCJ I-e· SCP]) !\L~\lBER: ·9~~ '-I 35i 't 
S!l...:P" LE\'I:I. CODI·:: :) COi\'l I' LEvl:I. com:: Ol:;n\'--
T.,·\KCiET GI.(,.\DE: I~LS!\' [\,:1111 1(E? ~I\ ' 

nD I{I'G TEST. 0J/ ..\ C\J([ER Frr:!.D lD: r 

Sli'::iiSrn \' ITY: 01, "Icrit·~cn~il i\'c Ci\RI.::a~ M'\I\:.-\CiEl.> TYPl.:, N:\ 
E:.'-IFI~GE\,CY [SS: ;\/.\ 13 US: sss~; 

f-: f·. \' POSJTIO~: :\1-\ POSITIO\ IliST, PU i.'pd~!l('·>Lili~ \.'()lle ,:iI;lJ\~c 

C8 .\SSLFlC:\T IO\': i\ lanpll\\ l:J' & 1\:1'>' '1ll1<,;1 Sy>tC!1b Spc('lai !~\. G,s,.",'(H,-l:': 
D~ 1'1' TITl./:: 

crHl.i 8.: FL';\C COI)I:: 
ISTSf-:ILL (,()DE: AP\Ic:.r:i\1 D{'lf'J\ C"lllpUler Specialist. rhiabas,: '\lal1,I~Lcrncnt 
~!'J1J SKI!.,I_ CODI:: ,,\CiT \liliiary l'er,llnnel Spcciaiisl 
.,1';:1) Sf-:ILL CODE: :\.RGI'LN \!:JJl;;gcment :\:niy:-.IJPlanning 

C]. \SSIFI C:\ TION (,ERTI FICATION: SePD <lch.:qll:llcly :llid J('CUr.lleiy reflects the I,'cal \\',d, "ltu:tli(lll 10 mec! 

"_..:...:._~" ___t."'· ' . ...,0 ,_ ... ' 

CLASSlFIER'S SIGNXrURl: 

---------.--~.---..--------"...----"---.."'---..-,-----.. 
SUPERVISOR'S CERTIFIC:\TION: I u:rtify Illat Ihis Con: Personnel Document is an accurate statement 01' the: major 
dUlir~. knowlcdgcs. skills. and abilitie~. rcsp(\llsibililies. physical alld performancc rcqllircmel1ls (1f Ihis position and its 
ol"gJ!lizati'Hlal rc~lali(lIl~l1ips, The POSilioll IS ncc('ssary II) carr:' (Illi gU\'Cf!lnlC'lli "unctions i'nr \\'hirh I am 1'I.;~pon~!l'k TIll:-. 
~'ertllil'atinn Is madc: with the I\no\\'lcdgc thai this inf"rlll;]ri('il i~ tn bt: ll~e{j for ~WllJlory purpo~e~ rehllillg t\) arp{)fl1llllenl 

and pa~'mcIH of pllhlic funds ,iIld Illal ~'al~c <>1' ll1isk:lt.iing ~\;III.:ment~ n1;1'-' ~'r>nslilUlc vi, lialions "f sudl slalult':- "I' lheir 
111111'-:111.:nI1l1); regulali(lfls. 

; , I 

____ ,\Il1\' C CrCOIl!!!!.LJSiill.l<,;gL_LL1-,-__f.~_i·/ ..::..>.~":.'__ .__, 
~[ ·PE!'\. \'ISOR'S SI(i0i:\Tl.'RL ,--: 

D.1 Ie 

~-\sCERTIF1CATION~ 
Reviewer 

~._n_l_e----- 
[-nplaya,"' 

.-----.. ..--.... 

__~==-~_ -----1-....-------1' 
-----1------1' 

-----------~---------_----~I 

..---·------·-F- ---------------'1·,1 

") " 

~,?\'SJ-l\- ~(f'<"r,: :.,,/ /(/-/,j' 

! -\ ...\. [)()i') ;_:IP).>.\! (.l-.:'S·I)(>! 


l,nli,!,·\I:C·,' ;1':n("'rm:Jlh'l' pblill rhi" 1"'1) IS :-:Upu·.;;:.it:,! j)\' 


~<~P:~~ '::~!!(;~'lir~L"~' :::1(: !'.. \.!t-)Cl.lnILTlt~·d \.;~ r>()I} ~:';-I·.-. :'/!i(l 


BUS Code -. Positioll is exempt from Bargaining Unit. 
Rc,i~on: I\:T:-;(iI1J1c) Work I.'\\y C)wpter 71, par 7112(bl~ 

/)\. ....., (' ?J J ... ..,'~ l"- () VL. 

(b)(6)

http:Upu�.;;:.it


CORE PERSONNEL DOCUMENT Number: 

PURllOSE OF POSITION AND ORGANIZATIONAL LOCATION: 

The primary purpose of this position is: to provide expert technical advice. guidance and assistance on a wide variety of 
manpower and personnel systems within USTRANSCOM. These systems affect the ability of the directorate [0 advise the 
commander on manpower and personnel issues in support of his role as the Distribution Process Owner. Additonal1y the 
position serves as a specialist involved in the management of the military formal training program. 

The organizational location of this position is: USTRANSCOM. Directorate of Manpower and Personnel, Training and 
Civilian Personnel Division. Scott AFB, Illinois. 

ORGANIZATIONAL GOALS OR OBJECTIVES: 


The organizational goals or objectives of this position are: See current mission and function statement. 


DUTY 1: Critical 

Serves as adl"isor and primary technical systems expert for USTC manpower and personnel systems. Provides advice 
and tcchnical expertise for all USTRANSCOM systcms such as the Joint Personnel System, E·JMAPS. Command learning 
management system, service ccll programs. etc. Establishes hardware/software requirements to meet the needs of the 
USTRANSCOM Manpower and Personnel Directorate. Insures that all hardware and software meet interoperabilily 
requirements to be compatible with USTC systems. Monitors customers' systems requirements and provides 
recommendations regarding addition. replacement. removal andlor modilication 10 enhance customers' productivity. Keeps 
current on existing and available hardware and software and anticipated hardware and software developments. 

STANDAR(}S: 

A. With ~ew exceptions, demonstrates expcrt technical knowledgcs and sound analytical skills and techniques. 

B. Normally demonstrates an expert knowledgc of AF manpower and personnel systems in order to meet USTRANSCOM 
warfighlcr requirements. 

C. Regularly monitors systems requirements and provides recommendations regarding replacements, modifications. etc. 

KSA: 1,2.3,4.5 

DUTY 2: Critical 

l:troyides tcchnical support and advisory serviccs for the USTC personnel and manpower systems. Provides guidance 
to users on technical aspects of the systems, the capabilities available within the system to assist them in their day-tO-day 
operations, and their impact on,processes. Troubleshoots/resolves problems of software and hardware compatibility with 
operating systems and LAt'IJ. Identifies systems problems and develops or recommends corrective action. Provides advicc 
on the impact of system requirements/changes on personnel and manpower processes. Designs or coordin:lIes with other 
offices 10 develop data products or [oclli tables that enhance J I management advisory services. Provides management with 
information necessary to address difficult and complex manpower and personnel management problems ullique \0 unified 
commands. 

STANDARDS: 

A. Normally troubleshoots/resolves problems with hardware and software compatibility. .. 


B. In most cases, provides J I with necessary information to address difficull and complex manpower and personnel system 
problems. including interfaces, differing scrvice requirements. etc. 
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KSA: 1,2.3,5 

DUTY 3: Critical 

Ser\'cs as the cOlllmand ad"isor in the arcas or manpower and personnel systems management. Leads special projects 
and initiatives and performs special assignments with regard to USTC manpower and personnel systems. Accomplishes 
slaff studies in all phases of USTC manpower and personnel sysu:m areas and proposes changes in these systems as 
appropriate: Takes aCtions necessary to identify long and short range manpower and personnel system needs or the 
command. Identifies areas where automation can effectively eliminate labor intensive nmnual systems. Loads, configures, 
and troubleshool'; personnel systems applications software releases and commercial orf-the-shelf software. Supports office 
systems by maintaining passwords/security. addinglt:hanging peripherals. establishing common drives, and administering 
network-based or reliant software, and conducting basic troubleshooting. Promotes use of automated systems by providing 
instruction to users on automated processes and systems. Instruction includes such areas as: database and file accessing 
techniques; search strategies; processing and space utilization efficiencies; database security procedures: backup and 
program recovery techniques; and testing techniques. 

STANDARDS: 

A. Thoroughly pl;lIls and conducts fact tind for studies and taskings as assigned. 

B. In most cases. training provices users with an understanding of the relationships of the systems. 

'\.. c. Regularly maintains office systems in order to maintain passwords/security requirements. 

KSA: 1.~.3.4 

DUTY -I: Critical 

Administers all military formal training allocations for all USTC positions. Serves as " USTC Formal training manager 
monitoring all enlisted. officer and formal training procurement and allocation programs. Administers formal training 
requirements for all TDY to school courses and distance learning courses. Provides guidance to supervisors and employees 
on training and development aspects of formal training programs. 

STANDARDS: 

A. Typically receives. processes, and forwards training related documents as appropriate in a prompt and 
professional manner. 

B. In most cases, maintains accurate records "nd logs of all training. 

C. Generally provides accurate and comprehensive information for walk-in and telephone customers. 

KSA: 1.~.3.4 

DUTY 5: Critical 

Administers quota allocation process for all USTC military employees. Manages out-of-cycle requirements ror aU formal 
training requests. Responsible for monitoring the command's cancellations, swaps. substitutions for all formal tmining 
quotas. Coordiniucs training activities with other Joint Commands. AFPc. IIQ Air Swlf. etc. Notilies higher headquarters 
and program owners immediately of any quota that is nOI being filled to prevent no-shows. Prepares and maintaines 
records. files and materials. Maintains records of course attendance, withdrawals. completions and COSIS. 
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STANDARDS: 

A. Typically receives, processes. and 1{)1'\vards training related documents as appropriate in a timely and professional 
manner. 

B. Generally provides orders and fund cites in a timely manner. 

C. Normally provides accurate and comprehensive information to customers. 

KSA: 1.2.3 

RECRUITMENT KNOWLEDGES. SKILLS, AND ABILITIES (KSA): 

1. Knowledge of the principles, concepts. techniques, standards. processes. and guides of manpower and personnel 
management and ability to relate to personnel systems. 

2. Knowledge of a wide range of computer/automated data processing techniques, requirements, methods,sources. 
procedures. system softwarelhardware and systems development life cycles. analytical and diagnostic methods. 
programming. and systems analysis. . 

3. Knowledge of the military training program. ils objectives, policies, procedures and requirements or similar processes in 
~ parallel business and industry organizations in lJrdcr to administer a comprehensive training program. 

4. Knowledge or military personnel policies. regulations and procedures pertaining to training and development. 

5. Ability to communicate effectively with others. both orally and in writing. in \\'orking out solutions to problems or 
questions relating to work. 

6. Ability to gather faclS and u.se effective analytical and evaluative methods to accurately assess information and make 
sound decisions. 

7. Ability to develop improvements in and design new USTC manpower and personnel work methods and procedures using 
automated systems. 

CLASSIFICATION CRITERIA: 

Factor 1. Knowledge Required Level (·7 1250 Points 

Knowledge of a wide range of computer/automated data processing techniques. requirements. methods. sources. 
procedures, system softwarelhardwarc and systems development life cycles. analytical and diagnostic methods. 
programming. and systems analysis. 

Extensive knowledge of the USTC manpower and personnel systems 10 include detailed knowledge of the work 
processes. dala models, work rules, lilc/dawb,lsc design/structure and content, equipment. internal computer processes. 
applications. anti utility programs. to advise 011 alternative approaches. to identify problems and plan and implement 
solutions. and to collaborate with design center personnel in effecting needed changes. 

, In-depth knowledge of the capabilities and limitations of local and wide area networks. technical 
microcomputer/mainframe integration and communicatiOn/distributed processing techniques. systems software. utility 
programs. and programming aids 10 accomplish applications programming supporting network maintenance or to 
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accomplish tasks associated with nelworklcommunications software projects. Ability to identify needed network system 
modifications and to relate all aspects of work to the network and user requirements. Knowledge of established security 
techniques and procedures to ensure network securily requirements related to physi,cal, personnel. emanations, and 
information security arc accomplished. 

A high level of technical skill in manpmvcr and personnel systems. knowledge of civilian personnel policies. 
processes, and specialty areas, and the ability to relate these knowledges to system proeesseslfunctionslcap,lbilities; 10 

provides positive assislance in solving workrorce isslIcs: to provide advice on organizational structure; \0 conduct planned. 
systematic studies to identify long- and short·term needs of serviced organizations; and to help plan organizational or 
procedural changes. 

Knowledge of specialized military training methods. regulations. principles or concepts to carry out technical 
projects. Knowledge of the format, content. and uses of the military personnel records to process training lnmsactions 
which present comples and unusual procedureal or substantive issues or the review of comph:led transactions as screening 
nominees for schools 10 identify those qualified in accordance with special requirements relating to the assignment, in 
addition to basic regulatory requirements regarding rank, previous education or training. 

General knowledge of the mission. objectives. terminology, and management practices of the activity, the agency. 
and the department to recognize probable areas of intcraction and overlap between legacy and proposed systems. 

Fuctor 2, Supcn'isory Controls Level 2-4 450 Points 

The supervisor sets the overall objectives and. in consultation with the employee. determines time frames and possible shifts 
in resources required. The employee independently plans and carries out projects and analyscs of the Manpower and 
Personnel Directorate requirements; interprets policies. procedures. and regulations. in conformance with established 

.~ 
mission objectives: integrates and coordinates the work of others. as necessary; and resolves most conflicts that arise. The 
employee informs the supervisor about progress, potentially controversial mailers. or far-reaching implications. Completed 
work is reviewed from an overall standpoint in terms of meeting requirements or achieving expected results. 

Factor 3, Guidelines Level 3-4 450 Points 

Guidelines primarily consist of Federal, agency and local regulations, policies, standards 4lnd objectives. precedent system 
designs. and user procedure handbooks and technical manuals. regulations. and directives. Data for studies often requires 
development of special information sources to resolve differences in findings by users. Guidelines are often lacking. 
especially as they relate 10 USTC joint command: requiring new or different methods to be tested which may provide a basis 
for the development of future guidelines. Considefable judg.ment is required in relating guidelines to a workable solution of 
projects and determining if additional methods of problem resolutiori would be beneficial. 

Factor 4, Comple"ity Level 4-4 2:!5 Points 

The work requires independent accomplishment or various stages in the automation of USTC J I work processes. including 
participation in defining the problem, designing a solution. systems testing. evaluating the applicability of off-the-shelf 
softwarelhardware, and evaluating the impact and applicability of proposed modifications or new releases to existing 
hardware/software. The traing work consists of evaluations and analyses involving principelcs of the military training 
progeams. The work also requires providing man<lgcment advisory services on manpower and personnel systems and 
processes and impact on users_ Assignments consist of projects, studies, or evaluations characterized by the need for 
substantial analysis. The work requires consideration of considerable data and assessment of situations complicated by 
conflicting or insufficient data \Vhich must be analyzed to determine the applicability of established methods. Different 
technical approaches must be tested and projectiolls made. Development of project cOlltrols normally is required to 
integrate various phm,es of the project. Consideration must be given to probable ,Ireas of rUllIre changes in systems design. 
equipment layout. or comparable aspects that will facilitate future modernization. Proposed modifications or new releases 
are seldom unprecedented in nature. , 

Factor 5, Scope and Effect Level 5-4 215 Points 
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The work involves investigating and analyzing a vari(:ty of unusual problems. questions. or conditions associated with 
USTC manpower and personnel systems. Solutions are rarely covered by established or standardized procedures. 
Maintains established applications programs :md modifies progrum contents 10 provide new data and output when such 
changes do not modify the originaJ programming logic and techniques. Reviews. tests. and corrects procedures to resolve 
processing delays or failures. Explains to and assists customers with application of system capabilities. The work 
contributes to the improvement of prOductivity, effectiveness and efficiency of program operations primarily affecting 
USTC operations. 

Factor 6. Personal Contacts and Fuctor 7, Purpose of COllta('ts Level2c 145 Puints 

Persons Contacted: Primary contacts are with members of the manpower and personnel directorate. recipients of services or 
service providers olltside the J1 such ilS functional managers. Contacts also are with counterparts at other joint commands. 
AF and with private vendor representatives. 

Purpose of Contacts: The purpose of contacts is 10 plan. coordinate, advise·on work efforts. or to resolve problems on the 
nature of personnel management systems. Contacts are also 10 promote systems usc and to sell recommended changes to 

processes. automated systems, or automation plans. 

Faclor 8. Physical Demands Level 8-2 20 Poims 

The work requires extended periods of caring for, performing repairs, and installing equipment which requires standing. 
stretching, bending. stooping. walking. and reaching. The work also requires the carrying of loads of paper and computer 
equipment that may weigh up 1040 pounds. 

Factor 9, Work Environment Level 9-1 5 Points 

Regular and recurring work is performed in a work environment Ihat involves normal everyday low risks or discomforts 
typical of offices or commercial vehicles. Work areas are adequately lighted. heated. and ventilated. 

Other signilicant fucts pertaining to this position arc: 

I. May be subject to recaJl during other than normal duty hours. 

2. The employee may be required to travel on military and commercial aircraft to perform temporary duty. 

3. The employee must obtain and maintain an appropriate security clearance 

4. Emergency overtime may be required, 

CLASSIFICATION SUMMARY: 

CLASSIFICATION STANDARD(S) USED 
1. OPM pes for Miscellaneous Administration and Program Series, GS-301, TS-34, Dated Jan 1979. 
2. Job Family Standard for Administrative Work in the Informalion Technology Group. OS·1200. Dated 5101. 
3. Job Family Position Classification Standard for Administrative Work in the HR Group, GS-0200. Dated Dec 2000. 

TOTAL POINTS: 2770 
OS- J2 grade range: 2755 3150 
GRADE: OS·12 

Final Classilicatitm: Manpower and Persollllel Systems Specialist, GS-301-) 2. 
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AIR FORCE CORE PERSONl'I"'EL DOCUMENT (CPD) 

) ORGANIZA TION: 
SlJPV LEV CODE: 
URGET GRADE: 
JOB SHARE: 
SENSITIVITY: 
E~ERGENCY ESS: 
KEY POSITION: 

USTRANSCOM/TCJ1-M 

!r 
.·Gs-B 'fA: <.:' L. 

.. 	 No 
Non-Critical Sensitive 
No 
No 

CPDNUMBER: 

COMP LEV CODE: 

FLSA: 

CAREER PROG ID: 

BUS: 

DRUG TEST: 

POSITION HIST; 


9S42114001 
- K76AA 

Exempt 
2/1 
8888 
N 

. /11' • •/fo.-{ , .e .,- A~_~~~ 
CLASSIFICA TION: ~A!!ilAN7\1:,y§'J', 4'J4J-yA-3~3-0A ~ 
DUTY TITLE: Manpower Program Analyst 

ORG & FUNC CODE; CAY . Manpower 
1ST SKILL CODE: "a.,.o.% ARGRMOMOC Management AnalysislManpower & OrgniManpower Orgn Control 
2ND SKILL CODE: i.fO!i1r% ARLPRG Program Analysis/Programming 
3RD SKILL CODE: 

CLASSIFIER'S SIGNATURE 	 DATE 

SUPERVISOR'S CERTIFICATION: I certify that this Core Personnel Document is an accurate statement of the major 
. duties, knowledge, skills, and abilities, responsibilities, physical and performance requirements of this position and its 
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pUJ\FOSE OF POSITION AND ORGANIZATIONAL LOCATION: 

'Cheprimary purpose of this position is: To serve as a command headquarters Manpower Program Analyst, 
applying experience to analyze issues and develop recommendations to resolve substantive manpower resource 
problems for both combat operations and headquarters-level workload at a unified combatant command 
(VSfRANSCOM), as well as manpower funded through the Transportation Working Capital Fund (TWCF) at the 
iraIlSportation Component Commands (TCC). Obtains, plans, directs, and coordinates military and civilian 
n:1anpower issues for the USTRANSCOM Program Objective Memorandums (POMs), Program Review 
s~bmissions, and Budget Review submissions. Represents USTRANSCOM in Office of the Secretary of Defense 
(OSD), Joint Staff, Unified Command, and Service Component-level meetings and working groups on billet 
resource and programming issues. Analyzes, develops, and evaluates billet issues. Serves as the resource manager 
for the Joint Manpower and Personnel System (JMAPS) and the OSD Manpower Coordination Database in support 
of US TRANSCOM combat operations and headquarters functions, to include all subordinate units, and TCC TWCF 
IL1anpower. 

The ()rganizational location of this position is: USTRANSCOM; Directorate of Manpower and Personnel 
(TCJl); Manpower Management Division (TCJ1-M); Scott AFB IL. 

ORGANIZATIONAL GOALS OR OBJECTIVES: 

The ()rganizational goals or objectives of this position are: To provide USTRANSCOM and its 
Transportation Component Commands (TCCs) the ability to objectively and systematically adjust and track 
Defense Transportation System (DTS) manpower resource levels to meet strategic mobility requirements 
through proactive, timely and programmatic inputs into the DOD Planning, Programming, and Budgeting 
System (PPBS). To provide senior leadership and management expert counsel on effective and economical 
program management of Appropriated and Transportation Working Capital Fund (TWCF) manpower resources; 
conduct quantitative/qualitative analyses; and provide advice and support to serviced organizations by creating 
and fostering an innovative management culture and operating style. 

DUTY 1: 	 Critical 

Plans, directs, coordinates, and defends military and civilian manpower resources in the USTRANSCOM 
Program Objective Memorandum (POM), Program Review submissions, and Budget Review submissions. 
Develops resource allocation, realignment and/or programming recommendations for senior leadership 
consideration. Serves as the senior expert analyst, and advisor to command management on manpower program 
analysis, ammallmulti-year and long-range manpower program planning, and issues for key command programs. 
Provides subject expertise to the Chief, Manpower Division, Director of Manpower. and Personnel, command 
directorates, all USTRANSCOM subordinate activities, and the Transportation Component Commands (TCCs). 
Uses thorough knowledge of US TRANS COM missions and priorities and Service/OSD PPBS processes to 
recommend viable recommendations. Ensures all programmed/budgeted manpower levels are detailed, justified, 
and validated by the command prior to submission to the Services and/or OSD for appropriated and TWCF POM 
and budget submissions. Develops guidance for the USTRANSCOM Staff and TCCs. Consolidates, reviews and 
evaluates iriputs from the staff and TCCs and makes specific justifiable recommendations for adjustments. Serves 
as the manpower representative at budget hearings. Advises and coordinates manpower issues directly with 
representatives of OSD (PA&E, Comptroller and P&R), the Joint Chiefs of Staff, and the Services. Manages and 
adjusts manpower requirements in response to unforeseen changes in organization, methods and procedures 
resulting from budget alterations, or authorization limitations. 

STANDARDS: 

A. 	 Almost always researches approaches to evaluations and develops techniques suitable for evaluating programs 
and processes which are in most cases, largely undefined. 
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13. 	 Nonnally plans, directs, and coordinates initiatives necessary to thoroughly detaii, justify, and validate 
(rogrammed and budgeted manpower levels. 

C· 	 Usually provides accurate and timely supporting data and advice to senior USTRANSCOM leadership during 
Ite process of defending billet resource levels, to include shortfall requirements, to OSD, the Services, andlor 
he Joint Staff. 

D. 	 Clearly articulates details necessary for USTRANSCOM to almost always successfully defend billet levels to 
ae Joint Staff or directly to OSD PA&E/Comptroller staffs for Program Budget Decision (PBD) consideration. 

~S~ 1,2,3,4,5,6,7,8,9,10 

DU1Y2: 	 Critical 

Evaluates the content of new or modified legislation and Service/OSD programming and budget decisions for 
proj ICted impact upon command programs and resources. Translates basic legislation into program goals, actions, 
and services. Develops USCINCTRANS positions to advocate adequate manpower support for all mobility 
programs. Reviews annual Defense Authorization and Appropriation bills and committee reports for manpower impact to 
USTlANSCOM programs. Monitors the manpower status of all major transportation programs as they appear in the 
Serv~es' POMs, budgets, numerous OSD Program Budget Decisions (PBD) and the President's Budget. Ensures an 
anal)~is of these issues adequately addresses USCINCTRANS priorities and concerns. Prepares reclama and major budget 
issuepapers and briefings as required. Works extensively with middle and senior level staff managers in the Services Joint 
Staff,OSD, as well as the major command components to gather and analyze manpower resource information concerning 
mobility programs. Evaluates and analyzes issues and recommends appropriate USCINCTRANS action. Prepares reclama 
papelS and briefmgs. Plans, organizes, and determines scope and depth oflargely undefined projects and manpower to 
devebp recommendations on the best way to implement programming and legislative actions. This work may include such 
proje(ts as the Federal Workforce Restructuring Initiative designed to eliminate unnecessary layers of management and the 
Defense Planning Guidance directing a programmatic reduction in management headquarters actions. Represents 
USTlANSCOM in partnerships with other organizations affecting USTRANSCOM's organizational structure and POM 
initiatives. Determines evaluation techniques, measures and assesses programs and processes in terms of efficiency, 
effectiveness and ensures compliance with agency rules and publications. Briefs USTRANSCOM DCINC and other senior 
level management officials relative to restructuring and/or programmatic options and the impact it on the Command. 

STANDARDS: 

A. 	 Analyzes proposed legislation and effectively coordinates with USTRANSCOM directorates, TCCs, Services, Joint 
Staff, and OSD to determine the manpower resource impact and appropriate courses of action. 

B. 	 Generally develops consistently sound judgments, inferences, assumptions and conclusions recommends appropriate 
courses of action for current and future activities. 

C. 	 Effectively utilizes qualitative and quantitative techniques to, in most cases, thoroughly evaluate the impact of Service 
and OSD prograrnnling and budgeting decisions on DTS manpower. 

D. 	 CornnlUnicates effectively with all levels of management by almost always promptly preparing reciamas, position 
papers, informational papers, and briefings on major congressional/DOD issues. 

KSA: 1,2,3,4,5,6, 7, 8, 9, 10 

DUTY 3: 	 Critical 

Prepares and presents high level briefings of conclusions; many being highly subjective and not readily 
susceptible to verification until actual operational situations are encountered. Prepares reports, responses to 
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q1lleries, justifications and background papers on the technical aspects of areas of expertise and assignment. 
Develops recommendations to resolve substantive problemslissues of effectiveness and efficiency of work 
operations to the USTRANSCOM command environment. Applies qualitative and quantitative analytical 
techniques that frequently require modification to fit a wide range of variables. Represents USTRANSCOMin 
DSD, Joint Staff, Unified Command, and Service Component-level meetings and working groups on biIlet resource 
aJld progranmling issues. May chair such groups or meetings when the meeting is in the incumbent's area of 
assignment. Hosts meetings with MAJCbM representatives to discusslresolve PPBS concepts and other issues of 
c.cmunon interest. Resolves day-to-day manpower programming issues as they pertain to USTRANSCOM mission 
irnpacts to be included in the Future Years Defense Program (FYDP). Refines existing work methods and 
techniques for application to tl1e analysis of specific manpower issues that will impact the FYDP. 

STANDARDS: 

A. 	 In most cases, serves as the expert planner, coordinator and advisor for command policy regarding the 
planning, allocation, and execution of the USTRANSCOM manpower program. 

B. 	 Normally demonstrates a high level of technical competence of assigned plans and projects to accurately report 
results of studies, respond to queries, and provide acceptable justifications and background papers. 

C. 	 Normally demonstrates ability to recognize management problems, independently conduct analysis, compare 
and evaluate findings and determine benefits of current or projected programs, and provide fact-based 
recommendations in accordance with established guidelines and milestones. 

D. 	Demonstrates high standards of professionalism to effectively represent the organization and frequently provide 
current information to top management to keep them aware of the status of program readiness. 

KSA: 1,2,3,4,5,6, 7, 8, 9, 10 

DUTY 4: 	 Critical 

Designs, plans, organizes, and directs team study work of comprehensive studies of Headquarters, 
USTRANSCOM and its subordinate activities where the boundaries are extremely broad and difficult to 
determine in advance. The studies are to improve efficiency by identifying, proposing, and devising new 
organizational structures, realignnIent of functions, and/or staffing levels. Assigns segments of the study to various 
participants; coordinates the efforts of the group; determines and evaluates facts, develops well-documented 
background materials and consolidates findings into a completed report which presents the staff practical solutions 
for inlmediate and long-term manpower problems. Negotiates effectively with management to accept and 
implement recommendations on optimum organizational structure and allocation or reallocation of manpower 
resources where the proposals involve command resources, require extensive changes in established procedures, or 
conflicts with the desires of the organizations studied. Monitors implementation of accepted proposals with respect 
to economical use of manpower assets to achieve increased effectiveness, efficiency, and economy of operations, 
the results of which could strongly influence or change the way the subject studied interrelates with other agencies. 

STA.NDARDS: 

A. 	 Normally displays consistencies when planning, organizing, and determining scope and manpower projects and 
studies which are largely undefined. 

B. 	 Thoroughly researches approaches to evaluations and, in most cases, develops techniques suitable ~or 
evaluating programs and processes. 

C. 	 Usually excels in completing study within specified times in accordance with stated objectives; and developing 
innovative and creative solutions to measure program accomplishn1ent, results and effectiveness. 
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D. 	A..lmost always effectively interacts with participants, managers, and command staff for successful 
IccompJishment of requirements and objectives. 

g:SA: 1,2,3,4,5,6, 7, 8, 9, 10 

DU1Y5: 	 Critical 

S enes as the command manpower resource manager for the OSD PA&E manpower coordination database 
for all TWCF manpower and the Joint Manpower and Personnel System (JMAPS) for USTRANSCOM 
c~mbat operations and headquarters functions, to include all subordinate units. Complies with manpower 
resource constraints established by the Joint StafflOSD pertaining to headquarters ceilings, civilian end 
strength/work-year, and departmental resource/grade limitations. Coordinates' total TWCF manpower levels, to 
iochJde the TCCs, with the Services through the OSD-controlled manpower coordination process. Resolves 
disc61mects and provides sound rationale for adjustments. Directs the development, coordination, and submission 
ofManpower Requirements Change Packages (MRCPs) to the Joint Staff/J-I for their coordination and approval by 
the Service Planners. Resolves Service Planner issues with MRCPs via direct contact, where necessary. Adjusts 
and Galances the Joint Table of Distribution (manpower book) to match the Future Years Defense Program (FYDP). 

STANDARDS: 

A. 	 fypically advises management on program analysis, annuaVmulti-year and long range fiscaVprogram planning 
for key programs. 

B. 	 Normally ensures USTRANSCOM nVCF manpower is correctly portrayed in the Service Future Years 
Defense Program and the OSD manpower coordination database. 

C. 	 Normally ensures JMAPS Resource Module database is accurate, withirl the limitations of Joint Staff Manpower. 
policy and Public Law. 

D. 	 Ensures the Service Manpower Data Systems and FYDP are, irl most cases, balanced by the end of each fiscal year. 

KSA: 1,2,3:4,5,6,7,8,9,10 

DUTY 6: 	 Critical 

Analyzes directives and guidance received from higher headquarters for the purpose of standardizing and clarifying 
the broad manpower language ofthe higher headquarters instruction. Performs staff visits and surveys to 
headquarters staff for the purpose of fumishing advice and assistance in regard to manpower planning/programming. 
Perfonns special studies and projects. Attends meetings and conferences at the Joint StafflOSD as required. Recommends 
manpo'wer policies and procedures. Negotiates effectively with management to accept and implement recommendations, 
where the proposals involve substantial resources, require extensive changes in established procedures, or may be in 
conflict with the desires of the activity studied. Briefs US TRANS COM staff offices on manpower functions and programs. 

STANDARDS: 

A. 	 NOlmally designs and conducts comprehensive studies where the boundaries are extremely broad and difficult to 
determine in advance. 

B. 	 Almost always demonstrates strong negotiation skills to frequently negotiate with management to accept and 
implement recommendations. . 

C. 	 Usually ensures sound, fact-based recommendations are almost always provided in accordance with established 
guidance and policies. 
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0, 	Thoroughly understands and can normally be relied upon to enforce Joint Staff and higher headquarters directives, 
policies, and guidance. 

)(SA: 1,2,3,4,5,6,7,8,9,10 

Other significant facts pertaining to this position are: 


'Work may occasionally require travel away from the normal duty station on military or commercial aircraft. 


TIe employee must be able to obtain and maintain a SECRET clearance as a condition of employment. 


Employee may be required to support the Crisis Action Team (CAT) during exercises and/or contingencies. This 
may require the employee to work overtime or other than normal duty schedule. 

RECRUITMENT KNOWLEDGES. SKILLS, AND ABILITIES (KSA): 

1. 	 Mastery knowledge of advanced management and organizational principles and practices which require the ability to 
direct complex studies requiring application of advanced analytical methods and techniques which are difficult to 
determine in advance. 

2. 	 Knowledge of qualitative and quantitative techniques for analyzing and measuring the effectiveness, efficiency, and 
productivity of US TRANS COM missions, programs, and work processes. 

3. 	 Knowledge of the Department of Defense Planning, Programming, and Budgeting System (PPBS), and Service 
policies, procedures, and schedules for developing Program Objectives Memoranda, Budget Estimate Submissions, 
and Financial Plans to analyze issues to independently negotiate the command's position. 

4. 	 Knowledge and skill sufficient to gather, assemble, and analyze facts, identify changes and trends, draw 
conclusions, and devise innovative solutions to management problems. 

5. 	 Knowledge of goals, resources, objectives, organizations, functions, and sources pertinent to the program( s) and the 
organizations studied or served, and related customers, functions, resources, and users. 

6. 	 Skill in the application of manpower and programming directives, concepts, procedures, guidance, and policy. 

7. 	 Ability to stratify resources against approved programs; to plan, present, and execute budgets, to analyze budget 
impacts on programs; and to forecast long-term funding requirements. 

8. 	 Ability to originate new ideas, projects, studies, and methodologies; and to organize and lead special study teams and 
task forces with members from different organizations and commands. 

9. 	 Ability to communicate effectively, both orally and in writing, to gain cooperation from others through tact, 
courtesy, and diplomacy. 

10. 	Ability to access or locate information through the use of a personal computer and software programs. 

CLASSIFICATION CRITERIA: 

Factor 1, Knowledge Required by the Position Level 1-8 1550 Points 
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----------~--------------------------------------------------------------------------

Mastery of advanced management and organizational principles and practices along with a comprehensive knowledge of 
p lanning, programming, and budgeting regulations, guidelines and process, and thorough knowledge ofthe command's 
p lmning and management process to prepare long-range (5-year) and short range planning guidance in accordance with 
b road agency program policies and objectives. Knowledge of agency program goals and objectives, sequence and timing 
o fkey program events and milestones, and methods of evaluating the worth of program accomplishments. Develops 
resource (staffing and funding) guidance for subordinate activities, and performs continuous appraisal of the utilization of 
command resources in accomplishing program objectives and goals. The work requires ability to direct complex studies 
requiring application of advanced analytical and statistical methods and reengineering techniques where the boundaries of 
tbe work is extremely broad and difficult to determine in advance. 

Expert knowledge of analytical and evaluative methods plus a thorough understanding of how regulatory or enforcement 
programs are administered to select and apply appropriate program evaluation and measurement techniques in determining 
the extent of compliance with rules and regulations issued by the Department of Defense, or in measuripg and evaluating 
program accomplishments. This includes translating basic legislation into program goals, actions, and services; as well as 
evaluating the content of new or modified legislation for projected impact upon the DT8 programs or resources. Skill to 
prepare recommendations for legislation to change the way programs are carried out. 

Knowledge of military command structure, missions, programs, and organizational relationships plus a thorough 
knowledge of quantitative and qualitative methods and techniques to develop staffing standards covering complex program 
f"Unctions or mission. 

High degree of skill in analyzing and comparing cost benefits, cost projections, budgetary tradeoffs, fiscal strategies, and 
programmatic factors to produce fully justified options that can be presented to higher levels of management for use in 
defending fiscal decisions. Utilizes a wide range of qualitative and quantitative methods to assess complex management 
processes and to improve effectiveness of USTRANSCOM management processes and systems. 

Ability to plan, organize, develop studies or projects and to negotiate effectively with management to accept and 
i:mplement recommendations, where the proposals involve substantial resources, require extensive changes in established 
concepts and procedures, or may be in conflict with previous programming actions. 

Factor 2, Supervisory Controls Level 2-4 450 Points 

The employee and supervisor develop a mutually acceptable project plan that includes identification of the work to be 
done, the scope of the project, and deadlines for its completion. Within the parameters of the approved project plan, the 
employee is responsible for planning and organizing the study, and conducting all phases of the project. This frequently 
involves the definitive interpretation of regulations and study procedures, and the initial application of new methods. The 
employee informs the supervisor of potentially controversial findings, issues, or problems with widespread impact. 
Completed projects are reviewed by the supervisor for compatibility with organization goals, guidelines, and effectiveness 
in achieving intended objectives. Completed work is also reviewed critically outside the employee's immediate office by 
staff and line management officials whose programs and employees would be affected by implementation of the 
recommendations. 

Factor 3, Guidelines 450 Points 

The guidelines consist of general administrative policies and management and organizational theories that require 
considerable adaptation and/or interpretation for application to issues and problems studied. Guidelines do not go into 
detail as to the methods used to accomplish the project. Within the context ofbroad regulatory guidelines, the employee 
may refine or develop more specific guidelines such as implementing methods for the measurement and improvement of 
effectiveness and productivity in the administration of operating programs. 

Factor 4 - Complexity Level 4-5 325 Points 

The work involves gathering information, identifying and analyzing issues, and developing recommendations to resolve 
problems of effectiveness and efficiency of work operations in a program or program support setting of substantive 
mission-oriented programs in addition to dealing with problems and relationships of a procedural nature. Decisions about 
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h <l\V to proceed in planning, organizing and conducting studies are complicated by conflicting program goals and 
o 1Jjectives which may derive from changes in legislative or regulatory guidelines, productivity, and/or variations in the 
d eltland for program services. Assignments are further complicated by the need to deal with subjective concepts such as 
value judgments; the quality and quantity of actions are measurable primarily in predictive terms; and findings and 
c<lllclusions are highly subjective and not readily susceptible to verification through replication of study methods or 
reevaluation of results. Options, recommendations, and conclusions developed by the employee take into account and give 
appropriate weight to uncertainties about the data and other variables which affect long-range program performance. For 
e:xample, the employee may need to consider and assess the relative advantages and disadvantages of centralizing or 
decentralizing work operations in organizations with several echelons of geographically separated components. In some 
instances, work is complicated by the need to develop data al?out workload and program accomplishments which is 
c-urrently unavailable. Current measurements of program effectiveness may be ambiguous and susceptible to widely 
varying interpretations. Under these circumstances the employee develops new information about the subject studies and 
establishes criteria to identify and measlire program accomplishments, develops methods to improve the effectiveness with 
which programs are administered, or develops new approaches to program evaluation which serve as precedents for others. 

Factor 5 - Scope and Effect Level 5-4 225 Points 

TIe work involves establishing criteria to measure and/or predict the attainment of program or organizational goals and 
objectives, promulgating program guidance for application across organizational lines or in varied geographic locations, 
a.nd/or evaluation of program effectiveness. The work contributes to the improvement of productivity, effectiveness, and 
efficiency in program operations and/or administrative support activities at different echelons and/or geographical locations 
within the organization; and affects the plans, goals, and effectiveness of missions and programs at these various echelons 
o[ locations. Advises on changes to organizational structures, organizational charts, and mission and function statements to 
i:rnplement reorganizations or changes in program administration in order to reduce or eliminate functional overlap among 
command's substantive programs. Work contributes to the optimum organization and distribution of functions, 
organizational structure and staffing of activities. 

Factor 6/7 - Personal Contact and Purpose of Contacts Levels 617-3/c 180 Points 

Personal Contacts are primarily with manpower, reserve, and programming experts within the command, the Joint Staff, 
the four Services, and the Office of the Secretary of Defense. The employee regularly meets with persons representing 
organizations or groups from outside the employing agency as well as with program officials several managerial levels 
above the employee within USTRANSCOM, as well as OSD, Joint Staff, Services and Component Commands. 

The purpose is to influence managers or other officials to accept and implement findings and recommendations on 
organizational improvement or program effectiveness. May encounter resistance due to such issues as organizational 
conflict, competing objectives, or resource problems. 

Factor 8 - Physical Demands LevelS-l 5 Points 

Work is generally perfomled in an office setting. A moderate amount of walking and standing is required when attending 
meetings and conferences, and in visiting other offices and buildings. 

Factor 9 - Work Environment Level 9-1 5 Points 

Most work is performed in a properly heated and ventilated, air conditio~ed, and well-lighted office setting. 

CLASSIFICATION SUMMARY: 


Classification Standard(s) Used: 


OPM PCS for Management and Program Analysis Series, OS-0343, TS-98, dated Aug 90; 

OPM PCS for Administrative Analysis Grade-Evaluation Guide, TS-98, dated Aug 90. 
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Classification Remarks: 

The Management and Program Analysis Series, GS-0343, does not contain grading criteria. This standard states that 
nonsupervisory positions at GS-09 and above be evaluated by reference to the Administrative Analysis Grade Evaluation 
Guide. The Administrative Analysis Grade Evaluation Guide covers administrative work which does not require 
specialized subject matter knowledges and skills but does require a high degree of qualitative and/or quantitative analytical 
skills, the ability to research problemslissues, written and oral communication skills, and the application of mature 
judgment in problem solving. Work described in this position description falls within this definition; therefore the position 
was evaluated in accordance with the factors and work illustrations in the Administrative Analysis Grade Evaluation Guide. 

Grade Determination: 

The work of the position is classified on projected duties. 

GS-13 Point Range: 3155-3600 
Total Points: 3190 
Grade: GS-13 
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PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION: 

The primary purpose of this position is: To exercise second level supervisory and managerial authorities over the 
Manpower and Personnel Directorate. 

The organizational location of this position is: U.S. Transportation Command, Directorate of Manpower and 
Personnel, Scott AFB, IL. 

ORGANIZATIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of this position are: to provide comprehensive manpower, personnel, resource 
management and strategic planning services for the command and its component commands. 

DUTY 1: Critical 

Plans, organizes, and oversees the activities of the USTRANSCOM Manpower and Personnel Directorate. 
Develops goals and objectives that integrate organization and manpower and personnel objectives. Establishes, 
revises, or reviews policies, procedures, mission objectives, and organization design for the staff, as necessary to 
eliminate work problems or barriers to mission accomplishment, promote team building, implement quality 
improvements, or in response to concerns with regulatory compliance and/or customer requirements. Plans work for 
accomplishment by subordinate units, sets and adjusts short-term priorities, and prepares schedules based on 
consideration of difficulty of requirements and assignments such that the experience, training, and abilities of the 
staff are effectively utilized to meet organization and customer .needs. Provides subordinate supervisors and staff 
with direction and advice regarding policies, procedures, and guidelines. Reviews and structures organization to 
optimize use of resources and maximize efficiency and effectiveness of the organization. Balances workload and 
provides overall direction and vision to the subordinate unit chiefs on a wide range of human ,resource, manpower 
and administrative issues. Establishes metric and analysis systems for units managed to assess efficiency, 
effectiveness, and compliance with regulatory procedures. Evaluates requirements for additional resources 
submitted by subordinate supervisors, and balances organization needs with overall mission requirements and 
resource interests. Identifies need for change in organization priorities and takes action to implement such changes. 
Plans and schedules work in such a manner that promotes a smooth flow and even distribution and ensures effective 
use of organization resources to achieve organization goals and objectives as well as installation customer needs. 
Establishes review systems for the organization that make certain government needs are met and validated, and that 
economy and quality of operations are maintained or improved. Accepts, amends, or rejects work of subordinate 
supervisors. Reviews work and management techniques of subordinate supervisors and is held accountable for 
actions taken and advice provided by staff of subordinate units. Makes decisions on work problems presented by 
subordinate supervisors. Directs self-assessment activities of subordinate supervisors. Reviews training 
recommended by subordinate supervisors to assure it is proper and promotes effective operation of the organization 
as a whole. 

STANDARDS: 

A. Planning, organizing, and directing efforts typically comply with higher headquarters guidance and achieve 
organization and customer needs. 

B. Management of resources normally meets the needs of the staff and customers adequately and effectively. 

C. Methods established to review actions of subordinate supervisors are usually effective and ensure legal and 
regulatory compliance issues and/or customer concerns are promptly identified and addressed. 

KSA: 1,2,3,4,5,6,7,8 

DUTY 2: Critical 

Exercises supervisory personnel management responsibilities. Directs, coordinates, and oversees work through 
subordinate supervisors. Advises staff regarding policies, procedures, and directives of higher level management or 
headquarters. Selects candidates for subordinate non-supervisory positions and recommends selections for 
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subordinate supervisory 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. Explains performance expectations 
to subordinate supervisors and employees directly supervised and provides regular feedback on strengths and 
weaknesses. Appraises performance of subordinate supervisors and other 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 for 
non-supervisory personnel and changes in position classification to higher level managers. Hears and resolves group 
grievances and employee complaints referred by subordinate supervisors and employees. Initiates action to correct 
performance or conduct problems of employees directly supervised and reviews 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 subordinate supervisors and non
supervisory employees and makes decisions on non-routine, costly or controversial training needs and/or requests for 
unit employees. Encourages self-development. Approves leave for subordinate supervisors 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 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 
for employees with access to classified or sensitive material. 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. Explains classification determinations to subordinate employees. 

STANDARDS: 

A. Personnel management initiated are typically prompt, accurate, and well considered in terms of mission, legal, 
regulatory, and EEO objectives. 

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

C. Consistently observes and complies with health, safety, and security directives. 

KSA: 1,2,3,4,5 

DUTY 3: Critical 

Provides substantive and analytical input to Command's joint long-range planning and operation documents. 
Provides oversight to direct and control development and implementation of military and civilian personnel 
programs to include fonnulating, coordinating and integrating personnel policies, plans and procedures in support of 
joint operations and exercises. Implements manpower and personnel strategic plans, and human capital resource 
plans to provide overarching guidance to command directorates and component commands. Participates in strategic 
planning sessions and long-range planning groups as a member of the command's Strategic Planning Executive 
Committee (SPEC), ChiefInformation Officer Program Review Process (CPRP) committee, and numerous process 
improvement teams supporting CommandIDOD transformation efforts, which impact all government agencies using 
the Defense Transportation System (DTS) and Distribution Process Owner (DPO) initiatives. Meets with senior 
officials within USTRANSCOM and its components, other agencies, State and Local Governments, and major 
corporations to keep them apprised of legislative and regulatory needs. Solicits and implements new and innovative 
ways to conduct manpower and personnel programs to transform and develop organizational structures and total 
workforce strategies. 

STANDARDS: 

A. Normally supports planning initiatives by providing measurable criteria, sound theory, and logical reasoning. 

B. Proposals are almost always methodologically sound, innovative, results oriented, and cost effective. 
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C. In most cases, effectively negotiates manpower and personnel issues with higher echelon personnel for the good 
of the command and DOD missions. 

KSA: 1,3,4,5,6,7,8 

DUTY 4: Critical 

Serves as principal technical advisor on USTRANSCOM manpower and personnel matters to the Command, 
and other senior-level staff members, component commands, JCS, Air Force Personnel Center (AFPC), 
Career Programs Office, Office of the Secretary of Defense (OSD), Defense Finance and Accounting System 
(DFAS) Centers, and other agencies, to establish and/or implement personnel policies, procedures, programs, 
and processes to include DOD transformation efforts and DPO initiatives. Uses considerable expert judgment 
and discretion when adapting, changing, or developing broadly defined policies for command implementation. 
Influences, interprets and implements higher echelon DOD directives and policies to provide high-performance 
workforce strategies and guidance to command component command staff. 

STANDARDS: 

A. Usually provides advice and interpretation that is accurate and timely with regard to personnel and manpower 
policies that are frequently changed, vague or generally stated. 

B. Interpretation of broadly stated, higher echelon policies is normally complete and succinct and based on sound 
judgment. 

C. In most cases, expertly develops and implements policies, procedures, and strategies to sustain and develop a 
world class and diversified workforce. 

KSA: 1,4,5,6,7,8 

Duty 5: Critical 

Provides plans, policy and oversight on Joint Manpower Program (JMP) issues. Ensures JMP policy, 
processes, and systems used in the determination, priorization, validation, and documentation ofjoint manpower 
requirements, to include reserve augmentation required for contingencies, wartime, andlor mobilization are 
effectively managed. The JMP includes the Joint Table of Distribution, which portrays peacetime manpower 
requirements to support Service personnel systems; and the Joint Table of Mobilization Distribution which portrays 
the redistribution of peacetime manpower resources and any additional augmentation required for wartime, 
mobilization or contingency operations. Incumbent addresses personnel support issues through preparation of the 
applicable personnel/manpower-related joint operation plan (OPLAN). 

STANDARDS: 

A. Almost always provides oversight on IMP plans and policies for wartime and peacetime requirements. 

B. Routinely anticipates problem areas and develops techniques andlor specialized programs for evaluating possible 
changes in processes or procedures. 

C. Normally provides accurate and timely direction and advice to successfully validate and substantiate command 
requirements and resolve issues. 

KSA: 1,5,6,7,8 

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): 

1. Mastery ofknowledge of human resource management, manpower program as well as civilian and military 
personnel policies, theories, concepts and practices. 
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2. Knowledge of safety and security regulations, practices, and procedures. 

3. Ability to plan, organize, and direct the functions and mentor, motivate, and appraise the staff of an organization 
through subordinate supervisors. 

4. Ability to analyze, plan, and adjust work operations ofone or more organizational segments to meet program 
requirements and objectives within available resources. 

5. Ability to communicate both orally and in writing. 

6. Mastery of knowledge of strategic planning, long-range planning, and programming within a large, complex, 
multi-serviced, technically oriented military environment. 

7. In-depth knowledge of the missions, functions, responsibilities, organization, procedures, goals, and objectives or 
the command, DOD, JCS, and services. 

8. Skill to plan, organize, and direct team study work and to negotiate effectively with management to accept and 
implement recommendations, where the proposals involve substantial agency resources, require extensive changes in 
established procedures, or may be in conflict with desires of the activity studies. 

CLASSIFICATION CRITERIA: 

Factor 1, Program Scope and Effect Level 1-3 550 Points 

Serves as the technical director for the Manpower and Civilian Personnel Directorate. Provides technical direction 
and oversight for total force development and sustainment initiatives and practices including manpower, personnel 
and resource management and their impact on related quality ofHfe (QOL), legislative matters, and organizational 
management and strategic planning of human capital of the Command and interrelated staff organizations. Findings 
and recommendations involve critical programs or policy matters and may have an impact on USTRANSCOM, 
subordinate component commands, or other agencies. 

Factor 2, Organizational Setting Level 2-2 250 Points 

The employee is accountable to the Director, Manpower and Personnel Directorate who reports to the Chief of Staff 
(a two-star generallflag officer position). 

Factor 3, Supervisory and Managerial Authority Exercised Level3-3b 775 Points 

Plans, coordinates, and directs work, sets and adjusts long and short-term goals, priorities, and prepares schedules for 

task completion. Assigns work to subordinate supervisors based on priorities, selective consideration of the 

requirements of assignments, and capabilities of employees. Makes decisions on work problems presented by 

subordinate supervisors, team leaders or similar personnel. 

Develops performance standards for subordinate supervisors, evaluates subordinate supervisors, and serves as the 

reviewing official on evaluations of non-supervisory employees rated by subordinate supervisors. Assures 

reasonable equity of performance standards and rating techniques developed by subordinate supervisors. 

Provides guidance and instruction to employees on both work and administrative matters. 

Makes or approves selections for subordinate supervisory positions and for group leader, or project leader positions 

responsible for coordinating the work of others, and similar positions. 

Hears and resolves group grievances or serious employee complaints. 

Reviews and approves serious disciplinary actions involving non-supervisory subordinates. 

Approves expenses comparable to within-grade increases, extensive overtime, and employee travel. 

Recommends awards or bonuses for subordinates and recommend changes in position classification, when necessary. 


Factor 4, Personal Contacts 
Subfactor 4A- Nature of Contacts Leve14A-3 75 Points 
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Contacts are with high ranking military and civilian managers, supervisors, and technical staff with the Command, 
USTRANSCOM components, Joint Staff, DOD, The Services, and other federal agencies. Contacts are also with 
senior management in industry and academia, presidential appointees, congressional staffers. 

Subfactor 4B- Purpose of Contacts Leve14B-3 100 Points 

The purpose of the contacts are to justify, defend and negotiate in presenting division programs and projects, in 
obtaining and committing resources, and in gaining compliance with established policies and regulations. Contacts 
require the incumbent to influence or persuade persons or groups to accept division and transformation policies, 
processes and procedures that may involve the commitment or distribution of significant resources. Contacts at this 
level normally include active participation at conferences, meetings, or presentations to senior management officials 
and involve issues of considerable consequence to USTRANSCOM and its component commands. 

Factor 5, Difficulty of Typical Work Directed Level 5-8 1030 Points 
The position is responsible for providing direction and supervision over work performed in subordinate units at the 
GS-13 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. 

Factor 6, Other Conditions Level 6-6 1325 Points 
The position directs subordinate supervisors who each direct substantial workloads comparable to the GS-12 or 
higher level. Such base work requires similar coordination as that as described at level 6-5a, above for first line 
supervisors. Supervision and oversight through subordinate supervisors requires significant and extensive 
coordination and integration of a number of important projects or program segments comparable in difficulty to the 
GS-12 or higher level. 

Special Situations: None. 

Other significant facts pertaining to this position are: 


Work may occasionally require travel away from the normal duty station on military or commercial aircraft. 


CLASSIFICATION SUMMARY: 

CLASSIFICATION ST ANDARD(S) USED: US OPM PCS for General Schedule Supervisory Guide, TS-123, April 
1993, revised in April 1998; and DOD Supplementary Guide to the GSSG, June 1993 (HRCD-7, July 1999). 

CLASSIFICATION REMARKS: 
The primary purpose of this position is to provide second level supervision, and also serve as the Deputy to the 
Director, Manpower and Personnel Directorate. The GS-30l series includes positions the duties of which are to 
perform, supervise, or manage nonprofessional, two-grade interval work for which no other series is appropriate. 
The work requires analytical ability, judgment, discretion, and knowledge of a substantial body of administrative or 
program principles, concepts, policies, and objectives. Primary responsibilities of this position are to provide 
oversight to direct and control development and implementation of military and civilian personnel programs to 
include formulating, coordinating and integrating personnel policies, plans and procedures in support ofjoint 
operations and exercises. In accordance with USAF Letter, dated 17 Jan 90, the 2xx series is not appropriate for 
those positions in offices without appointing authority, thus the GS-30 I series is determined to be appropriate for the 
classification of this position. No titles are specified for position in the GS-30 1 series however, since the position 
has delegated supervisory responsibilities meeting the minimum criteria for coverage in the General Schedule 
Supervisory Guide (GSSG), the title should include "Supervisory". Therefore the constructed title for this position is 
Supervisory Human Resource Manager. 

GS-15 Point Range: 4055 - up 
Total Points: 410S 

Final Classification: Supervisory Human Resource Manager, GS-301-15 
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STANDARD CORE PERSONNEL DOCUMENT Number: 9S9S204 

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION: 

The primary purpose of this position is: to serve as a first level supervisor, providing planning, directing, 
organizing, and exercising control over nonsupervisory employees assigned to USTRANSCOM military personnel 
Division as well as Civilian Personnel awards and recognition programs. Serves as the technical advisor to the 
Division Chief on all issues involving civilian and military awards, special trophies, and military decorations. 

The organizational location of this position is: USTRANSCOM, TCJ I-R, Scott AFB, IL 

ORGANIZATIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of this position are: to provide supervisory work over civilian and military 
employees in USTRANSCOM, TCJ1-R who provide personnel support to military and civilian members in the area 
of awards and recognition programs. Additionally, the position is responsible for developing, formulating and 
implementing USTRANSCOM policy and guidance to develop and maintain effective awards, decorations, and 
recognition programs. 

DUTY 1: Critical 

Plans, organizes, and directs the activities of the civilian and military awards and recognition program 
ensuring that awards and recognition comply with legal and regulatory requirements and meets customer 
needs. Develops goals and objectives that integrate organization and military and civilian award and recognition 
program objectives. Researches, interprets, analyzes and applies DOD, AF, Army, Navy, civilian and military award 
and recognition guidelines, policies and regulations. Establishes policies and procedures for accomplishment of 
proper processing of military and civilian award programs. Plans and schedules work in a manner that promotes a 
smooth flow and even distribution. Coordinates plans and schedules with other organization managers and 
customers as appropriate. Identifies need for changes in priorities and takes action to implement such changes. 
Plans work to be accomplished by subordinates, sets and adjusts short-term priorities, and prepares schedules. 
Assigns work to subordinate employees based on organization priorities and consideration ofdifficulty and 
requirements ofassignments such that the experience, training, and abilities of staff are effectively utilized to meet 
organization and customer needs. Balances workload and provides advice, guidance, and direction on a wide range 
of military and civilian awards and administrative issues. Structures assignments to create effective and economical 
positions. Coordinates with other organization managers and customers as appropriate. Reviews organization 
mission, functions, and manning. Identifies requirements and initiates requests for additional resources including 
personnel, overtime, equipment, supplies, and space to ensure success in meeting goals and objectives. Provides 
advice to supervisor of significant issues and problems related to work accomplishment. Establishes metrics and 
analysis systems to ensure actions are timely and reviewed at critical points. Accepts, amends, or rejects work 
presented by subordinates. Performs self-inspection and presents detailed and comprehensive report with any 
corrective action taken to supervisor. Follows-up to ensure complete and quality resolution of discrepancies. 
Assesses and revises policies and procedures as needed to find ways to improve quality, timeliness, and efficiency of 
work. 

STANDARDS: 

A. Planning, organizing, and directing efforts typically comply with higher headquarters guidance and achieve 
organization and customer needs. 

B. Management of resources normally meets the needs of the staff and customers adequately and effectively. 

C. Methods established to review actions are usually effective and ensure legal and regulatory compliance issues 
andlor customer concerns are promptly identified and addressed. 

KSA: 1,2,3,4 
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DUTY 2: Critical 

Exercises supervisory personnel management responsibilities. 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 ofwork 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 directives for employees with access to classified or sensitive material. 
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 ofdiscrimination. Periodically reviews position descriptions to ensure accuracy, and the most 
effective utilization of personnel resources. Explains classification determinations to subordinate employees. 

STANDARDS: 

A. Personnel management initiated are typically prompt, accurate, and well considered in terms ofmission, legal, 
regulatory, and EEO objectives. 

B. Consistently observes and complies with health, safety, and security directives. 

C. Ordinarily recognizes and arranges for training of subordinates in a timely manner. 

KSA: 1,2,3,4 

DUTY 3: Critical 

Represents USTRANSCOMITCJI-R with a variety of installation and functional area organizations. 
Establishes, develops, and maintains effective working relationships with Directorates, civilian personnel and AFPC. 
Meets with key customer and coordinating officials to assess customer satisfaction, explain organization policy and 
procedures, and resolve problems that arise. Provides or ensures that subordinates provide customer guidance and 
training. Participates in special projects and initiatives and performs special assignments. Identifies the need for 
special projects and initiates milestones and goals. Evaluates reports by analyzing facts and performing appropriate 
research and prepares detailed responses. Determines appropriate recommendations for unresolved or questionable 
problems and performs follow-up. Researches and determines or recommends appropriate actions or interpretation 
of issues that impact organization, installation, command, or agency. 

STANDARDS: 

A. Interactions with internal and external officials and/or customers are usually diplomatic, convincing, professional, 
and promote effective working relationships. 

B. Recommendations are almost always thoroughly researched and analyzed to ensure all issues are properly 
addressed. 

C. Typically ensures participation and outcomes of special projects result in positive impact on the organization 
and/or improves quality. 
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KSA: 1,4 

DUTY 4: Critical 

Serves as technical advisor to Division Chief and USTcrrCJl Director to administer and process the Quality 
Awards Program. The Quality Awards Program is unique to USTRANSCOM. Develops program guidance for the 
command for the quality awards program. Reviews awards to ensure they meet regulating criteria. Issues award 
items to civilian employee and military members who present evidence that an award has been approved. Maintains 
inventory of quality award program items. Researches catalogs and local market for new items to include as award 
mementos. Determines quality of merchandise, makes cost comparisons, and purchases new or additional items as 
inventory depletes. Manages a budget of approximately $30,000 for the quality awards program. Executes budget 
and tracks expenditures against command quality awards budget. Reports expenditures and identifies potential 
quality award budget shortfall. Recommends revisions to budget based on unusual circumstances that may occur. 

STANDARDS: 

A. Nearly all of the time, ensures policies and regulations governing the Quality Awards Program are adequate and 
updated as necessary. 

B. Regularly makes purchases of high quality items given as awards, staying within monetary limits for each level of 
award. 

C. Nearly all of the time, prepares an accurate and consolidated quality awards budget estimate to the resource 
advisor based on historical data and estimation of future expenditures. Normally reconciles items received with 
invoices from vendors to avoid overcharges. Typically provides effective quarterly reports on quality award 
expenditures and status of funds. 

KSA: 1,3,4,5,6 

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): 

I. Knowledge of military and civilian personnel management policies and procedures, specifically in the awards and 
decorations program areas. 

2. Knowledge of safety and security regulations, practices, and procedures. 

3. Ability to plan, organize, and direct the functions and staff of a small to medium sized organization. 

4. Ability to communicate effectively, both orally and in writing. 

5. Knowledge of software programs to produce a wide range of documents to create, edit, update, and revise 
databases and spreadsheets. 

6. Knowledge of a wide variety of commonly used budgetary methods, practices. 

CLASSIFICATION CRITERIA: 

Factor 1, Program Scope and Effect Level 1-2 350 Points 

Scope: The civilian and military awards branch administers the command awards and decorations program to 
include the USTRANSCOM quality awards and suggestion program. Administers the Civilian of the QuarterNear 
Program and oversees selection board procedures. Administers civilian awards programs for performance and 
incentive awards. 
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Effect: Effective and efficient processing of civilian and military awards programs contribute to mission 
effectiveness and increased productivity/promotion potential of US TRANS COM personnel through recognized 
award programs. 

Factor 2, Organizational Setting Level 2-1 100 Points 

The employee is accountable to the NCOIC of the Military and Civilian Awards Division; a position that is two or 
more reporting levels below the first SES or general officer, equivalent in the direct supervisory chain. 

Factor 3, Supervisory and Managerial Authority Exercised Level3-2c 450 Points 

The incumbent plans and schedules work to be accomplished by subordinates, sets and adjusts short-term priorities; 
assigns work in consideration ofemployee skills and mission requirements; develops performance standards and 
rates subordinates' performance; advises employees on work and administrative matters; implements methods and 
procedures to improve organizational performance; and identifies and provides for employee training and 
development. The employee also recommends selection of candidates for positions; recommends position structure 
changes; takes disciplinary actions and hears and resolves formal employee complaints and grievances as delegated 
by higher level management; and assesses and revises policies and procedures as needed to find ways to improve 
quality, timeliness, and efficiency of work. 

Factor 4, Personal Contacts 
Subfactor 4A- Nature of Contacts Leve14A-2 50 Points 

The incumbent has frequent contacts with higher ranking managers, supervisors and employees at all levels within 
the command; personnel ofbase level offices that provide support to the command; and personnel at other DOD and 
component commands. 

Subfactor 4B- Purpose of Contacts Level4B-2 75 Points 
Contacts are for the purpose of gathering and providing information to ensure all customers have correct information 
on the varying requirements for awards and decorations, resolving problems, obtaining cooperation of others, or 
reaching mutual agreements. 

Factor 5, Difficulty of Typical Work Directed Level 5-3 340 Points 

The branch provides processing for all USTRANSCOM civilian and military awards, to include the quality and 
suggestion program. At least twenty-five percent or more of nonsupervisory work of the organization is at the GS-6 
or 7 level. 

Factor 6, Other Conditions Level 6-2 575'Points 
The work supervised or overseen involves civilian and military assistant work at the GS-07 or GS-06 level with full 
and final authority for technical decisions over the work. 

Other significant facts pertaining to this position are: 
I. Work may occasionally require travel away from the normal duty station on military or commercial aircraft. 
2. The employee must obtain and maintain a Secret clearance. 
3. Incumbent may be required to work occasional overtime. 

CLASSIFICATION SUMMARY: 

CLASSIFICATION STANDARD(S) USED: US OPM pes for General Schedule Supervisory Guide, TS-123, April 
1993, revised in April 1998; and DOD Supplementary Guide to the GSSG, June 1993 (HRCD-7, July 1999). 

GS-9 Point Range: 1855 - 2100 
Total Points: 1940 
Grade: GS-09 

Final Classification: Supervisory Recognition Program Technician, GS-0301-09 
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PURPOSE OF POSITION AND ORGANIZATIONAL LOCATJON: 

The primary purpose of this position is: To serve as a first level supervisor, providing planning, directing. 
organizing, and exercising control over nonsupervisory employees assigned to the Civilian Personnel and Training 
Division. 

The organizational location of tbis position is: USTC, Manpower and Personnel Directorate, Civilian Personnel 
and Training Division, Scott AFB. IL 

ORGANIZATJONAL GOALS OR OBJECTIVES: 


The organi2.atIonal goals or objectives of this position are: see organiz.ation and functions statements on file. 


DUTY 1: 

Plans, organizes, and directs tbe activities of the USTC Civilian Personnel and Training Division, ensuring 
tllat tbe Division complies with legal and regulatory requirements and meets customer needs. Develops goals 
and objectives that integrate orgnni~tion and civilian personnel nnd training objectives. Researches, in.terprets. 
analyzes and applies Air Foree human resource ]lQlicy. rules and regulations. Establishes ]lQlicies and procedures for 
accompli.'!hmcnt of USTC civilian personnel and training prof,rrnms. Plans and schedules work in a manner that 
promotes a smooth flow and even distribution. Coordinates plans and schedules with other organization managCnl 
and customers as appropriate. Identifies need forchange.'i in priorities and takes action to implement such changes. 
Plans 'work to be accomplished by subordinates, sets and adjusts short-tenn priorities, and prepares schedules. 
Assigns work to subordinate employees based on organization priorities and consideration of difficulty and 
requirements of assignments such that the experience, training. and abilities ofstaff are effectiveJy utilized to meet 
organization and customer needs. Balances workload and provides advice, guidance, and direction on a \vide range 
ofhuman reSOUTe.e, training and administrative issues. Structures assignments to create effective and economical 
position!!. Coordinates with other organi7.!1tion managers and customers as appropriate. Reviews organization 
mission, functions, and manning. Identifies requirements and initiates requests for additional resources including 
personnel, overtime, equipment, s.upplies, and space to ensure success in meeting goals and objectives.. Provides 
advice to supervisor of significant issues and problems related to work accomplishment. Establishes metrics and 
analysis systems to ensure actions are timely and reviewed at critical points. Accepts, amends, o.r rejects work 
presented by subordinates. Perfonns self-inspection and presents detailed and comprehensive report \vi.th any 
corrective action taken to supervisor. Follol,\,s-up LO ensure complete and quality resolution of discrepancies. 
ASlIt"sses and «wises policic::; and procedures as needed to find ways to improve quality, timeliness, and efficiency of 
work. 

STANDARDS: 

A. Planning, organizing, and directing .effortS typically comply v.rith higher headquarters guidance and achieve 
organization and customer needs. 

B. Management of resources normally meets the needs of the staff and customers adequately and effectively. 

C. Methods established to review actions are usually effective and ensure legal and regulatory C()mpliance issues 
and/or customer c·oncerns are promptly identified and addressed. 

KSA: 1,2, J, 4 

DUTY!: Critics.1 

Exercises supenisory personnel management responsibilities. Advise..~ and provides counsel to employees 
regarding policies. procedures, and directives ofmanagement. Selects or recommends selection of candidates for 
vacancies, promotions, details, and reassignments in consideration ofskills and qualifications, mission requircmeots, 
and EEO and diversity objectives. Develops, modifies, andlor interprets perfonnance standards. Explains 
performance expectations to employees and provides regular feedback on strengths and v.-eaknesscs. Holds 

. employees respon.<rible for satisfactory completion of work assignments. Appraises subordinate workers 
performance ensuring consistency and equity in rating techniques. Recommends awards when appropriate and 
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npproves within-grade increases. Hears and resolves employee complaints and refers serious unresolved complaints 
to higher level management Initiates action to correct perfonnance or conduct problems. Effects minor disciplinary 
measures such as v,'Ilmings and reprimands and recommends action in more serious disciplinary matters. Prepares 
documentation to support actions taken. Identifies employee developmental needs andprovi<ies 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 Vl'lcanon time. 
Demonstrates sensitivity to ideas ofsubordinates. Promotes an environment in which employees are empowered to 
participate in and contribute to effective mission accomplishment Dis<;barges security responsibilities b}t ensuring 
education and compliance with security directives for employees with access to clalh<;ified or sensitive material. . 
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 decisioD..'!, and ensures all personnel are treated 
in a manner free of discrimination. Periodically reviev.'S position descriptions to ensure accuracy. and the most 
effective utilization of personnel resources. Explains classification detenninations to subordinate employees. 

STAI~DARDS: 

A. Personnel management initiated are typically prompt. accurate, and well considered in terms of mi.:;sion, legal, 
regulatory, lind EEO objectives. 

B. Consistently observes and complies with health.. safety, and security directives. 

C. Ordinarily recognizes and ammges for training of subordinates in a timely manner. 

KSA: 1,2,3,4 

Represents tbe USTC Civilian Personnel and Training Division with n variety of installation and functional 
area organizations. Establishes. develops and maintains productive relationships with civilian personnel offices 
providing service to the Command andlor its componenllXlmmand.... Maintains a working relationship with peers in 
the component commands to achieve results that enhance the command's mission through effective use ofhuman 
resources. Meets with representatives to address issues impacti.ng USTRANSCOM employees. Explains the 
command's policie..<;/procedures to help resolve problems that arise. Works closely with other unified commands, 
service agencies (i.e .• AFSLMO), loint Staff and OSD on special projects nnd civilian personnel nnd training issues. 
Identifies the need for special projects and initiates milestones and goals. Evaluates reports by analyzing facts and 
performing appropriate research and pr<.,'p8Tes detailed responses. Determines appropriate recommendations for 
unresolved or questionable problems nnd performs follow-up. Researches and dctennines or recommends 
appropriate actions or interpretation of issues that impact organization, command, or agency. 

STANDARDS: 

A. 1n most cases, interactions "'1th internal and c.:dcmaJ officials andlor customers are diplomatic. professional and 
promote effective working relationships. 

B. Recommendations nre almost alv.rays thoroughly researched and analyzed to ensu.re all issues nre properly 
addressed. 

C. Typically ensures participation and outcomes of special project'> result in positive impact on the organization 
andlor improves quality. 

KSA: 1.4 

DUTY 4: Critical 

Analy-zes and evaluates tbe USTRANSCOM civilian foree structure to identify training requirement'!, mentoring 
opportunitie.'1, recruitment deficiencies, position management, and/or human resources management trends in order 
to impro\'c and enhance the civiUan force structure for USTRANSCOl\'I. Provides expert advice to USTRANSC01\Ol 
directors and command staff on all pha.<;es ofcivilian personnel management Reviews proposed staff 
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action/communications of organizlltions and special staff offices for personnel impact/implications. Provides input, 
comments and/or recommends concurrence or non-conCllITCnce on such actions. Provides position papers on special on
going programs, issues ill the command, and updates to initiatives for discussions with officials both within the command 
and at other locales. Advises staff officials on the application ofpersonnel policies and procooures to ensure understanding 
of policy, unifonnity in applications and consistency in matters subject co differing interpretation.~, particularly whe1l other 
DoD components are involved. Serves as USTRAI'JSCOM expert and POC for the National Security Personnel System 
(NSPS). Develops and participates in training, meetings. working groups concerning implementation ofNSPS. 

STANDARDS: 

A. Regularly provides civilian personnel advice that is accurate and timely. 

B. In a1100st all cases, ",,'lites analytical reportslpapers that are based on sound interpretation of personnel policies as 
applied to broadly defined situations. 

KSA: 

DUTY 5: Critical 

Originates, reviews, .revises, coordinates, and Interprets directives and policies pertaining to clvmaD personnel 
management and administration. Develops briefings and presents oral and written products to command staff and other 
DoD agencies. Substantiates recommendatiOns/findings with supporting data. Persuades others to accept recommendations 
that may differ from expectations. 

STANDARDS: 

A. With rare exception, develops clear, concise briefings and presents oral and written products to command staff 
and other DoD agencies. 

B. Almost always writes proposal'l or test criteria for command civilian personnel practices that are sound. support 
mission requirements and arc in accordance with federal law. 

KSA: 

RECRUITMENT KNOWLEDGES, SKILLS, AND ABIUTIES (KSA): 

). Knowledge ofOPM, DOD, and AF laws, executive orders, regulations. policies and concepts pertaining to 
Human Resource and Manpower Management. . 

2. Knowledge ofsafety and security regulations, practices, and procedures. 

3. Ability to plan. organize, and direct the functions and staff ofa small to medium sized organization. 

4. Ability to communicate effectively, both orally and in writing. 

5. Knowledge of USTRANSCOM missions and objectives and their implications on human resource management 
programs and civilian resource management. 

6. Skill in designing new work methods and implementing new programs/requirements into thc Command. 

SUPERVISORY CONTROLS: 

Works under the broad, general supervision of the USTRANSCOM Jl Tec·hnical Director. Serves as the expt-rt on all 
human resource and training policy matters. Incumbent receives assignments in broad terms ofscope and objectives to be 
achieved and priorities to be met, and independently follows through to completion. Exercises initiative in proposing, . 
evaluating, coordinating, and implementing policies and programs relating (0 the USTRANSCOM civilian workforce. The 
incumbent is delegated broad responsibility and authority to make wide~ranging decisions. Decisions and recommendmiolls 
are considered authoritative and are normally accepted without significant change. Performance is evaluated in terms of' 
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overall effectiveness, success in achieving gools under IlSsigned responsibilities, and contribution to the accomplishment of 
the mission. 

ENVIRONMENTAL fACTORS: 

The work is sedentary in nature primarily perfonned in an office environment, which is well lighted, heated, and ventilated. 
The job requires walking and standing in conjunction with travel and to attend meetings andlor briefings away from the 
work sileo May carry light object..., such as books, documents, etc. The work involves the nonnal office setting discoOlfons 
and risks requiring everyday security and safety precautions, 

CLASSIFICATION CIUTERlA: 

Factor 1, Program Scope and .~ffect Level 1-3 550 Points 

Work involves managing a complex administrative program which in\'o!vcs establishing policy and precedents for 
civilian personnel and training functions for USTRANSCOM, a joint oombatant (:.ommand which i,; the single 
manager for global air, land and sea transportation for ODD. The incumbent serves as the expert for human resource 
programs, managing the strategic planning efforts of the command. Incumbent ensures thal the goals of the 
command are met 'l1Ie decisions and actions of the Division chief materially affect critical program operations of 
USTRANSCOM and its combatant commands in carrying out their mission requirements. 

Factor 2, Organi1:ational Seldng Level 2-1 100 Points 

The Division Chief reports to the teclmical directOr who reports to the J1 Director. The JI Director reports to the 
ChiefofStaff which is a General Officer position. 

Factor J, Supervisory and Managerial Autbority Exercised Level3-2c 450 Points 

The incumbent plans and schedules work to be accomplished by subordinates, sets and adjusts short-tenn priorities; 
assigns work in consideration ofemployee skills and misslon requirements; develops perfonnance slandards and 
rates subordinates' perfonnance; advises employees on work and administrative matters; implements methods and 
procedures to improve organizational perfonnance; and identifies and provides for employee training and 
development. The employee also recommends selection ofcandidates fOT positions; recommends position structure 
cbanges; takes disciplinary actions and hears and resolves formal employee complaint~ and grievances as delcgated 
by higher level management; and llSSesses and revises policies and procedures as needed to find ways to improve 
quality. timeliness. and efficiency of work. The employee is also responsible for most of the len elements liS stated in 
3·2c of the GSSG. The responsibilities are described and reflected in the duty pamgmphs 1 and 2. 

Factor 4, Personal Contacts 

The following are provided to assist in detennining the level and points. 

Subfactor 4A- Nature of Contacts Leve14A-3 75 Points 

Personal contacts are with high nmking military and/or civilian managers (including General Officers and St.-nior 
Executive Service members), supervisors, and employees v.;thin USTR.~SCOM, loint Staff and other counterpart 
officials in other combatant commands, contractors, and other command staff. Contacts Ullually take place in formal 
meetings and conferences scheduled at the request of incumbent or ofone of the participant!;. 

Subfactor 4B~ Purpose of Contacts Leve.J 48·3 100 Points 

The purpose of the contacts is to justify, defend, or negotiate in representing the project, program segmeot(s). or 
organizational unites) directed; in obtaining or committing resources, and in gaining compliance " ...ith established 
policies. regulatiollS, or contrllcts. The incumbent actively participates in conferences, meetings, bearing or 
presentations involving problems or issued of considerable consequence or importance to the program or program 
segment(s) managed. 
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Factor S, Difficulty of Typical Work Directed Level 5-8 1030 Points 

The pt)sition is responsible for providing direction and supervision over work ~t the GS-13 grade level which best 
c1wacterizes the nature of the basic, mission oriented, nQusupervisory work perfonned in the organization and which 
constitutes 25 percent or more of the workload (not positions or employees) of the organization. 

Factor 6, Other Conditions level 6-6 1325 Points 

Supervision and oversight requires exceptional coordination and integration ofa number of very important complex 
program segments or programs of technical, managerial, complex administrative, and oUler technical work 
comparable to the GS-13 grade level. Supervision and resource management involves major decisions and actions 
which have a direct and substantial effect on USTRANSCOM and its component commands. The incumbent is 
required to make significant recommcnd<'ltiotls on program and policy issues that affect lJSTRAt'l'SCOM and its 
component commands. This position makc.'\ recommendations and/or final decisions about many (.lfthe management 
are.1S listed under Factor 6-5a such as advising top managers in the most effective ways to restructure and/orrecruit 
the nece8MI)' skill sets needed in order to allow the command iO meet long~range goals and mission requirements. 
These areas are complicated by the fact that new mission such as the DPO (Distribution Procc~s Owner) designation 
Oil the command involves constant assessment, brainstorming and problem solving sessions in order to lead the 
command in the e,xecution of these new programs. 

Other significant racts pertaining (0 this position are: 

I. Work may occasionally require travel away from [he normal duty station 011 military or commercial aircraft. 
2. Position requires a Secret Clearance. 

CLASSIFICATION SUMJ\.'IARY: 

CLASSIFICATION ST ANDARD(S) USED: US OPM PCS for General Schedule Supervisory Guide, TS-123, April 
1993, «wised in April 1998; and DOD Supplcment4ry Guide to me GSSG, June 1993 (HRCD-7, July 1999). US 
OPM Position Classification Flysheet, Miscellaneous Administration and Program Senes, as-301, TS-34, January 
1979, WCPS·2, August 2002. US OPM PCS for Management and Program Analysis Series, GS·343, TS·98, Aug 
1990. 

CLASSIFICATION REMARKS: 

The primary purpose of this position is to provide flfSt level supervision. and also serve as the Human Resource and 
Manpower Specialist to analyze and evaluate U.STRANSCOM's civilian force structure to identify training 
requirements, mentQring opportunities, recruitment deficiencies, position management, andlor human resources 
trends in order to improve and enhance. The GS·30 I series includes positions the dutic.~ of which are to perfofIl1, 
supervise, or manage nonprofessional, two-grade interval work for which no other series is appropriate. The work 
requires analytical ability, judgment, discretion, and k"TIowledge of a substantial body of admini~trative or program 
principle,~, conceptR, policies, and objectives. Primary responsibilities of this section include USTC training 
strategies and developmental programs, relcntion and recruitmellt programs, performance management program, 
formal training program, position management, and all civilian actions. In accordance with USAF Letter, dated 17 
Jan 90, the 2xx series is not appropriate for those positions in offices without appointing authority, thus the OS-301 
series is determined to be appropriate for the classification of this position. No titles are specified for position in the 
GS-301 series; however, since the position has delegated supervisory responsibilities meeting the minimum criteria 
for coverage in the General Schedule Supervisory Guide (GSSG). the title should include "Supervillory". The 
construcred title for this position is Supervisory Human Resource and Manpower Specialist 

GS 14 Point Range: 3605·4050 
Total Points: 3630 
Grade: GS-0301-14 

Final Classification: Supervisory Human Resource and Manpower Specialist, GS·301·14 

AFPC Free Flow Formal 
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AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD) 

ORGANIZATION: USTCrrCJ I-C CPD NUMBER: 9541966 
SUPV LEVEL CODE: 8 COMP LEVEL CODE: 627 A 
TARGET GRADE: II FLSA: Non-Exempt 
JOB SHARE: NIl\. CAREEH PROG ID: NIA 
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EMERGENCY ESS: NIA DRUG TEST: NIA 
KEY POSITION: NIA POSITION HIST: 

CLASSiFICATION: Manpower and Personnel Specialist, G5-0301-07 
DUTY TITLE: 

ORG & FUNC CODE: PAY Civilian Pesonnel Miscellaneous 
1ST SKILL CODE: 50% AGGPV A Personnel Mgmt Spdst - Resource PlanlproglUtii 
2ND SKILL CODE: 25% ARLPLNSVC Program Analysis Planning - Resource Mgmt 
3RD SKILL CODE: 25% AKTRSA Specialist, Analyst - Resource Advisor 

SCPD DEVELOPED AND CLASSIFIED BY: HQ AFPC/DPCMC, 03126/03 
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SUPERVISOR'S CERTIFICATION: I certify that this SCPD is an accurate statement of the major duties. 
Imowledges. skills, and abilities. responsibilities. physical and perf()rmance requirements of this position and its 
organizational relationships. The position is necessary to carry out government functions for which I am responsible. 
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appointment and payment of public funds and that false or misleading statements may constitute violations of such 
statutes or their implementing regulations. an¥L7f)f/l 
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l~URPOSE OF POSITION AND ORGANIZATIONAL LOCATION: 

The primary purpose of this position is: To serve as a Manpower and Personnel Specialist in a developmental 
capacity, performing assignments designed to further develop applicable analytical and evaluative skills and 
techniques. This is a developmental position. All training must be completed and regulatory requirements met prior 
to promotion. 

The organizational location of this position is: 

ORGANIZAT10NAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of this position arc: to provide an effective and efficient organizational structure, 
establish an efticient human resource program, and identify decision making alternatives and recommendations for these 
programs. 

DUTY 1: Critical 

Performs developmental assignment ... Performs developmental assignments of moderate difficulty where work 
procedures are established and a number of specific guidelines exist. Work assignments consisting of a series of specific 
and related tasks have been selected to orient the employee in the practical application of basic occupational principles. 
concepts. and techniques. Assignments are combined with training to further develop analytical skills and techniques in the 
occupation. Assistance in solving problems is available from the supervisor or a higher-graded specialist. 

STANDARDS: 

A. Usually performs developmental work assignments in compliance with instructions. 

B. Typically completes assignment~ in a timely manner. 

KSA: 1,2,3,4,5 

DUTY 2: Critical 

Performs recurring assignments. Independently performs recurring assignments of limited, but gradually increasing, 
difficulty and complexity. The employee is responsible for locating and selecting the most appropriate guidelines and 
procedures for application, and making minor deviations to adapt the guidelines to specific cases. Analyzes routine 
problems that are encountered and resolves them. Refers deviations, problems, and unfamiliar situations to the supervisor 
I'or assistance. 

STANDARDS: 

A. With few exceptions, performs work assignments in compliance with instructions. 

B. Typically completes the assignments in a timely manner. 

C. Usually analyzes problems correctJy and resolves them appropriately. 

KSA: 1,2,3,4,5 

DUTY 3: Critical 
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Participates in special initiatives, studies, and projects. Works with other specialists in planning and conducting special 
initiatives. studies, and projects. Assists in preparing repart~ and briefings outlining study findings and recommendations. 

STANllARDS: 

A. Usually plays ,m active role when working with other specialists in planning studies, projects, and initiatives. 

B. Almost always participates effectively with other specialists in conducting the studies, projects. and initiatives. 

KSA: I. 2, 3. 4, 5 

DUTY 4: Critical 

Prepares written correspondence and other documentation. Drafts or prepares a variety of documents to include 

newsletter items, responses to routine inquiries, reports. letters, and other related documents. 


STANDARDS: 


A. With few exceptions, prepares erfective and accurate written documentation and reports within prescribed 
timeframes. 

B. Typically completes assignments in a timely manner. 

KSA: 3 

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): 

l. Knowledge of basic principles, concepts. and practices of human reSource programs. 

2. Skill in applying basic principles, concepts, and practices of the occupation suffi~ient to perform entry·level 
assignments in human resource prognuns. 

3. Skill in communicating factual and procedural information clearly. orally and in writing. 

4. Ability to amllyzc: problems to identify significant factors, gather pertinent data, and recognize solutions. 

5. Ability to plan and organize work, and consult effectively with co-workers. 

CLASSIFICATION CRITERIA: 


Factor 1, Knowledge Required By The Position Level 1·6 950 Points 


.. Knowledge of the basic principles, concepts, and methodology used in human resource programs. 


-- Skill in applying basic principles, concepts, and practices of the occupation sufficient to perform moderately 

difficult assignments. 


-- Ability to effectively communicate information clearly, orally and in writing. 


_. Ability to gather and analyze basic facts and draw conclusions . 


.. Ability to learn the operation of automated data systems. 
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Factor 2, Supervisory Controls Level 2- 2 125 Points 

The supervisor or a higher-graded specialist instructs the employee on the purpose of the assignment, its scope, 
limitations, expected deadlines, ,md priorities. The supervisor also advises the employee on peculiarities of new 
assignments. Working in a developmental capacity, the employee works independently but within the framework 
established by the supervisor or higher-graded specialist and in accordance with established practices and 
procedures. Problems not covered by instructions are referred to the supervisor or higher-graded specialist lor 
assistance. The work is reviewed upon completion for accuracy and conformance to established procedures or 
special instructions and to ensure decisions are supported by the facts of the situation. More difficult work or new 
assignments are reviewed in greater detail. 

Factor 3, Guidelines Level 3- 2 125 Points 

A number of established procedures and specific guidelines are available for application. The employee uses 
judgment in locating and selecting the most appropriate guidelines, and makes minor deviations from them as 
necessary. The employee may also determine which of several established alternatives to use. The employee refers 
situations in which the existing guidelines cannot be applied or significant deviations must be made, to the supervisor 
or higher-graded specialist for assistance. 

Factor 4, Complexity Level 4- 2 75 Points 

Assignments involve a series of related steps or processes. The employee must choose from various alternatives for 
performing the work by recognizing the differences among a few easily distinguishable situations. The employee 
exercises judgment in selecting the most appropriate approach that is in accordance with established procedures and 
practices. 

Factor 5, Scope and Effect Level 5- 2 75 Points 

The work involves application of specific rules, regulations, or procedures, and typically comprises a complete 
segment of an assignmel1l of broader scope. The work affects the overall accuracy, quality, acceptability, and 
timeliness of final work products produced by higher-grade specialists. 

Factor 6, Personal Contacts LevellPoints (see Factor 7) 

Personal contacts are usually with employees within the immediate organization, office, or work unit, and in related 
or support' units. 

Factor 7, l>urpose of Contacts Leve1617-1A 30 Points 

The purpose of contacts is to receive instructions; and to obtain, clarify, or exchange factual information needed to 
complete assignments. 

Factor 8, Physical Demands Level 8- 1 5 Points 

The work is primarily pelformed silting at a desk although it may involve some walking to attend meetings at other 
offices or worksites. No special physical exertion is required. 

Factor 9, Work Environment Level 9- 1 5 Points 

The work is performed in an oftice setting with adequate lighting. heat and ventilation. The work involves everyday 
risks or discomforts that require normal sarety precautions. 

Other significant facts pertaining to this position are: 
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) PURPOSE OF rosmON AND ORGANIZATIONAL LOCATION: 

The primary purpose oHbls position is: to be the command primary point of contact for training and . 
professional development of military and civilian employees. Provide a?vice t~ mana~e~ on complex l~sues 
and identify decision making alternatives or recomme~dations fo~ resolvmg vanous ~mmg ~d professional 
development problems. Advise the staff in the operatIOn and mamten~ce.0; an e~ectl~e trammg and . 
professional development program as it pertains to developing and mamtammg cntical Job knowledge, skIlls, 

and abilities both now and in the future. 

The organizational location oftbis position is: US Transportati~~ ~ommar:~; Manpo~~r~ Personnel, Quality 
and Information Management Directorate; Personnel Programs DIVISion; Trammg and Clvlhan Personnel 

Branch, Scott AFB IL. 

ORGANIZATIONAL GOALS OR OBJECTIVES: 

Tbe organizational goals or objectives of this position are: to ensure command civilian personnel 
resources are effectively managed, training and development programs support the command requirement 
for well-trained personnel, civilian personnel advisory services are responsive to management and employee 
requirements and recognition programs are administered effectively. 

DUTY 1: Develops and implements a comprehensive multi-year and annual command training plan (civilian and military) 
by incorporating training regulations, analysis, as well as any applicable operating instructions outlining necessary actions 
within established time frames. Assignment entails assessing training and professional development needs ofboth military 
and civilian personnel in professional, administrative and support positions and identifying appropriate resources for the 
identified training and professional development requirements to the extent needed to support Joint requirements measured 
by established metrics. Researches all available material in order to ensure the most cost-effective training and 
professional development plan. Defends training budget and justifies and explains requirements for new/additional 
resources as outlined by the training plan. Develops innovative solutions or strategies for training and professional 
development that improve mission effectiveness and satisfies long-range Command strategic goals for developing and 
maintaining critical skills both now and in the future. Critical 

STANDARDS: 

A. On a continuous basis, consults with managers, supervisors, training coordinators, and the Civilian Development 
and Advisory Council (CDAC) in order to identify requirements for training and professional development. 
Effectively evaluates comments concerning productivity, turnover, lack of skills, or needed improvements in 
customer service that may be solved by additional training and professional development. 

B. Acquires training and professional development services from such vendors/resources as private sector, DOD, 
Army. Navy, Air Force, Marine, OPM, etc., considering cost, content and quality of training. 

C. Thoroughly evaluates and reports overall command training and professional development issues through a 
formal feedback system to various command staff levels. 

D. Solutions or strategies developed for training and professional development improve mission effectiveness and 
satisfies long-range Command strategic goals for developing and maintaining critical skills. 

DATE: August 1996 2 



Number: 984 \56200'CORE PERSONNEL DOCUMENT 

KSA: I, 2,3, 5, 8, 9 

DUTY 2: Researches, develops, and manages on-site and off-site training courses required to meet Command mission 
essential and professional development needs. Keeps abreast ofnew developments, such as distance learning and 
teleconferencing, in training and professional development. Reviews and evaluates contractor produced syllabus, 
lesson plans, training materials, job aids, etc., for courses taught to determine appropriate objectives and goals. 

Critical 

STANDARDS: 

A. Thoroughly reviews and evaluates all available training materials for inclusion into the Command training plan. 

B. Ensures training provided by contractors meets stated objectives, addresses pertinent mission requirements, and 
is consistent with educational techniques and practices. 

C. Establishes clear and effective procedures for ensuring that employees enrolled in the acquisition program and 
other career programs receive timely effective upgrade training. . 

KSA: 5,8,9 

DUTY 3: Manages the Command Training Program for civilians and military. Writes command policy for 
implementation of training and development programs based on research of law and regulations governing govemment 
training programs. Ensures all personnel, military and civilian, requiring training and professional development are 
identified, scheduled for, and attend training and professional development courses as identified in the individual 
development plan. Approves all requests for training funded by the command. Recommends disapproval when request 
does not meet criteria for government funded training. Establishes management controls to ensure that supervisors are 
aware of and support upcoming training. At the completion of training, ensures that training budget is updated, to include 
travel, per-diem expenses, tuition costs, etc. Critical 

STANDARDS: 

A. Ensures that training approved is properly documented and submitted promptly to the appropriate office/vendor 

for registration. I{jkkry /1<>Jem Syslall- Orrlcle hr liaitJ,tJJ lr/,w,;drcrficI'J Oat.MoD -OrA) ~ '()3 

B. Effectively uses the A.ir lig.... 'W:imiRg M'aaagemeRt System-to ensure that training quotas are forecasted, i(-..t,A 
training line numbers obtained, and qualified individuals attend. . 

C. Establishes liaison with Army and Navy training functions to ensure that specialized training available from 
other services are also available to meet the Command mission and professional development requirements. 

D. Ensures that contract training services are available on-site to support the Command standard office information 
systems requirements for training on word processing, spreadsheet, database· management, networking, e-mail, 
internet, etc. 

E. Thoroughly researches law and regulations prior to writing policy that derUles command training programs, 
policies and procedures. 
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KSA: 1,2,5,6,7, g, 9 

DUTY 4: Educates and assists USTRANSCOM supervisors, training coordinators, and CDAC members on effective 
education, training, and professional development programs. Trains the training coordinators on establishing requirements 
for instructor-led training. requesting training quotas in the training database, maintaining employee individual training 
plans, and managing various directorate civilian employee career programs. Chairs periodic training coordinator 
meetings to update training coordinators with latest training and professional development policies and procedures. 
Provides briefmgs and reports to the CDAC on a monthly basis. Identifies training deficiencies. 

Critical 

STANDARDS: 

A. Ensures timely effective training for training coordinators to manage directorate portions of the training 
database. 

B. As the Command subject matter expert SME role, provides expert training and professional advice and counsel 
to the CDAC, training coordinators, service element commanders, and supervisors. 

C. Provides monthly briefmgs to the Civilian Development Advisory Council on the status of training and 

professional development within the Command. 


D. Ensures CDAC members, Service Element Commanders, training coordinators, and supervisors are advised of 

the Command policy of fair and equitable management of civilian personnel programs without regard to race, color, 

religion, sex, national origin, age, handicapping condition, or any other factors unrelated to training and professional 

development. 


~A: 3,4,5,6,7,8 

DUTY 5: Serves as the Training Data Base Administrator for the Command training database. Ensures effective 
use ofthe On-Track For Training software to develop and maintain employee records of schedules and completed 
training. Maintains the integrity ofthe database to ensure employee's records are updated properly, and that 
statistical information and reports obtained are accurate. Establishes individual training plans for new employees 
and ensures disposition of training records ofterminating employees. Critical 

STANDARDS: 

A. Periodically checks, verifies, or performs quality review of automated information for which responsible. Takes 
prompt action to correct discrepancies and/or re-train managers on the proper procedures for accessing and updating 
the On-Track database. 

B. ~nsu~es that individual training plans for new employees are accurate and disposition of training records of 
termmatmg employees are accomplished timely and appropriately. 

C. Ensures ~u:ing coordinators/supervisors are effectively trained in the On-Track For Training database to ensure 
completed trammg courses are reflected accurately in the system. 

~A:2,6, 7 
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DUTY 6: Manages substantiallTaining and professional development budget for ci.vilians and military assjgne~ t? the 
Command. Accurately forecasts for funding for validated requirements by developmg the USTRAN~C.OM Trammg and 
Pro£..nional Development Financial Plan. Establishes internal management controls to ensure that trammg funds are used 
to support valid training requirements and that accurate records are kept to document training expenditures. Manages the 
budget execution process to ensure that training and professional development funds will be available to support training 
throughout the fiscal year andlor conducts reprogramming actions as necessary. Provides professional briefmgs to the 
Civilian Development Advisory Council on training and professional development budget issues. Defends and justifies 
funding requirements by linking training and professional development to Command strategic goals. objectives, and 
strategies. Plans. develops, coordinates, and publishes fmancial guidance to help training coordinators, CDAC members, 
Service Element Commanders, and supervisors forecast for training funds. Critical 

STANDARDS: 

A. 	 Provides detailed answers to questions regarding entire training budget process. 

B. 	 Ensures that data linking training and professional development to Command strategic goals, objectives, and strategies 
is accurate and timely when supporting funding requirements. 

C. 	 Provides accurate. timely. and easy-to-understand fmancial management tools to training coordinators, CDAC 
members, Service Element Commanders, and Supervisors accurately forecast, track and resolve discrepancies with 
training funds. 

D. 	 Accurately prepares, justifies and submits budget data for appropropriated fund training within established time.frames 
to ensure funding is available for identified training and professional development needs. 

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

DUTY 7: Oversees the performance and productivity of contractors within the work center andlor in related work 
centers. Prepares DD Forms 250 or related documents to certify acceptance of contractor services. Acts as liaison 
to contracting organizations by reporting problems with contractor services. clarifying contractor responsibilities, 
and researching contracting issues. Assists the contracting officer, as required, in developing comprehensive ~ 
statements ofwork; developing Contract Data Requirements Lists and Data Item Descriptions. Assists contracting 
officers with: technical evaluations; source selections; technical advice as to the requirements of the service~ being 
procured. ... N~(!,~\-\-t.e.o. \ ~ .cc 

, 	 II-";!-I\ 

STANDARDS: 

A. 	Ensures that contracted training services are provided in accordance with terms of contract(s). 

B. Ensures that statements ofwork, data requirements lists and data item descriptions accurately and completely 
describe the type of training services/products required . 

KSA: 2, 4, 5, 8 

RECRUITMENT KNOWLEDGES, SKILLS. AND ABILITIES (KSA) 

1. Knowledge of management principles, fact·fmding and investigative techniques, and methods of analysis and 
evaluation. 
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2. Knowledge of standard administrative practices and procedures used to conduct training studies to include planning, 
'--' 	 developing training agreements or contracts, conducting the training tasks (needs analysis, occupational analysis, develop 

instructional materials, etc.), and evaluating the training. 
3. Skill preparing and delivering authoritative, professional briefmgs to senior leadership on a variety of training 
and professional development issues. 
4. Skill in developing a variety of written material to include policy, letters, memorandums and statistical reports. 
5. Knowledge ofa variety of contracting procedures to obtain training and professional development courses. 
6. Knowledge ofcivilian career program requirements. 
7. Knowledge of fair and equitable management ofcivilian personnel programs without regard to race, color, 
religion, sex, national origin, age, handicapping condition, or factors unrelated to training and professional 
development. 
8. Ability to be tactful and courteous when dealing with others. 
9. Knowledge ofmilitary and civilian personnel policies, regulations and procedures pertaining to training and 
development. ) 

" \ 

SUPERVISORY CONTROLS 
The employee receives assignments which are defmed only in terms of what is to be achieved. The employee and 
supervisor may meet to establish deadlines. The employee plans, coordinates, and carries out the successive steps of 
projects. Work is reviewed for conformance with overall requirements as well as contribution to the objectives of 
the program. Completed work products are reviewed for conformance with higher level policies or for coordination 
prior to forwarding for implementation. The employee independently decides which training will be approved and 
makes recommendations to disapprove training which are technically inaccurate. 

GUIDELINES 

The guidelines include laws and regulations governing training programs and how they can be used to improve 
performance, enhance employee skills, and develop employees professionally. Guidelines also address 
appropriateness of spending government funds for employee development. Employee provides management 
advisory services; employee uses judgment in researching/interepreting regulations, and in determining the 
relationship between guidelines, program effectiveness, and productivity. 

ENVIRONMENTAL FACTORS 

None. The work is primarily sedentary, although some physical effort may be required. Work is typically performed in an 
adequately lighted and climate controlled office. 

Other significant facts pertaining to tbis position are: 

A. Incumbent may be required to work occasional overtime. 

B. Incumbent may be required to travel by regularly scheduled commercial or military transportation when going 
roy. 

C. Employee is required to file a fmancial disclosure statement annually. 

CLASSIFICATION SUMMARY: 

CLASSlFICAnON STANDARD(S) USED: 
PCS for Employee Development Series GS-235, TS-4, April 1971 
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Military Personnel Management Series, 08-205, Fly Sheet, TS-6, June 1971 

PCS for Education and Training 8eries 08-1702, TS-I09, October 1991 

PCS for Miscellaneous Administration and Program Series, GS-301, TS-34, January 1979 

USAFIDPC Letter, 17 January 1990, subj: Guidelines for Classification of Positions to GS-2XX Group 

HQ AMCIDPCM Letter, 29 January 1990, subj: Guidelines for Classification of Positions to GS-2XX Group 


CLASSIFICATION REMARKS: 

Responsibilities for civilian and military training are co-equal. Since neither series is paramount, and the primary work of 

the position is ofan administrative, two-grade interval nature, it is appropriate to assign the position to the OS-301 series. 

To reflect the mixed responsibilities, Personnel Training Specialist is assigned as a title. There is no grading criteria for 

either the OS-205 or the 08-1702 series. Since duties involving military training are similar in nature to civilian training 

responsibilities, the GS-235 standard is used to evaluate both aspects of the position. Typically at the OS-9leve1 the work 

force involves fairly well-defmed and readily understood duties (i ..e, positions in custodial, mechanical, manual-labor, 

clerical, and similar occupations); however, it can also include training and developing at least a few employees in 

technical, professional, managerial, administrative, and similar occupations. At the OS-II level, the specialist typically 

works with a training and development program requiring fairly specialized skills (e.g. technical, professional, managerial, 

administrative, and similar occupations. This position works with many positions in the occupational series described at 

the OS-II level This pOSition meets the Nature of Assigmnent at the GS-l1 level as the incumbent works independently 

in assessing, planning, and coordinating the training and professional development needs ofboth military and civilian 

personnel in professional, administrative and support positions in USTRANSCOM. This position meet the Level of 

Responsibility at the GS-JI level as the incumbent is responsible for developing and implementing a comprehensive multi

year and annual command training plan for civilians and military assigned to the USTRANSCOM. Incumbent is 

responsible for thoroughly researching/interpreting laws and regulations prior to writing policy that defmes the command 

training programs, policies and procedures. This position is responsible for providing management advisory services; 

continually consulting/advising managers, supervisors, training coordinators, and the Civilian Development and Advisory 

Council on the training needs of their military and civilians. 

Position is classified as a Personnel Training Specialist, 08-0301·11. 


Employee may be required to support the Crisis Action Team 
(CAT) during exercies IIndior contingencies. This may require the 
employee to work ovel1ime or otht:r than normal duty schedule. 
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---
Tbe primary purpose of this position is: to learn how to be the command point of contact for training and 
professional development of military and civilian employees. Provide advice to managers on complex issues 
and identify decision making alternatives or recommendations for resolving various training and professional 
development problems. Advise the staff in the operation and maintenance ofan effective training and 
professional development program as it pertains to developing and maintaining critical job knowledge, skills, 
and abilities both now and in the future. 

The organizational location orthis position is: US Transportation Command; Manpower, Personnel, Quality 
and Information Management Directorate; Personnel Programs Division; Training and Civilian Personnel 
Branch, Scott AFB IL 

ORGANIZATIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of tbis position are: to ensure command civilian personnel 
resources are efffectively managed, training and development programs support the command requirement 
for well-trained civilian and military personnel, civilian personnel advisory services are responsive to 
management and employee requirements and recognition programs are administered effectively. 

This is a developmental assignment with promotion potential to Personnel Training Specialist, OS-30] -J1. Duties 
remain the same as described at the full performance level. 

SUPERVISORY CONTROLS 

The employee receives assignments which are dermed in terms of what is to be achieved and steps to take or 
resources to use in accomplishing the assignment. The employee and supervisor may meet to establish timelines, 
and milestones and to discuss progress on assignments. The employee plans, coordinates, and carries out the 
successive steps ofprojects. Work is reviewed upon completion for conformance with overall requirements. The 
employee approves routine training requests and recommends to the supervisor which other training should be 
approved or disapproved based on regulatory requirements. 

GUIDELINES 

The guidelines include laws and regulations governing training programs and how they can be used to improve 
performance, enhance employee skills, and develop employees professionally. Guidelines also address 
appropriateness of spending government funds for employee development. Employee researches and interprets 
regulations and guidelines, making clear cut decisions, but makes recommendations to the supervisor on those 
cases that are not fully addressed or could set a precedent. Employee maintains an effective working relationship 
with management officials, supervisors, and individual employees. 

ENVIRONMENTAL FACTORS 

None. The work is primarily sedentary. although some physical effort may be required. Work is typically performed 
in an adequately lighted and climate controlled office. 
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Otber signilleant laeu penalDlug 10 \UU pu:.)\)un DT"'-. 

A. Incumbent may be required to work occasional overtime. 

B. Incumbent may be required to travel by regularly scheduled commercial or military transportation when going 
my. 

C. Employee is required to tile a fmancial disclosure statement annually. 

CLASSIFICATION SUMMARY: 

CLASSIFICAnON STANDARD(S) USED: 
PCS for Employee Development Series GS-235, TS-4, April 1971 
Military Personnel Management Series, G8-205, Fly sheet, TS-6, June 1971 
PCS for Education and Training Series GS-1702, TS-I09, October 1991 
PCS for Miscellaneous Administration and Program Series, GS-301, TS-34, January 1979 
USAFIDPC Letter, 17 January 1990, subj: Guidelines for Classification of Positions to GS-2XX Group 
HQ AMCIDPCM Letter, 29 January 1990, subj: Guidelines for Classification of Positions to GS-2XX Group 

CLASSIFICAnON REMARKS: 
Personnel Training Specialist, GS-301-09 
This is a developmental posiiton with promotion potential to GS-ll. 

Employee may be required to SUpp~)ft the.Cris!s ~ction Tean: 
(CAT) during exercies and/or contmgencles. rillS may reqUire the 
employee to work overtime or other than normal duty schedule. 
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""" PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION: 

The primary purpose of this position is: to learn how to be the command point ofcontact for training and 
professional development of military and civilian employees. Provide advice to managers on complex issues 
and identify decision making alternatives or recommendations f~r resolving various training and professional 
development problems. Advise the stirlI in the operation and maintenance of an effective training and 
professional development program as it pertains to developing and maintaining critical job knowledge, skills, 
and abilities both now and in the future. This is a developmental position with promotion potential to GS-Il. 

The organizational location of tbis pOsition is: US Transportation Command; Manpower, Personnel, Quality 
and Information Management Directorate; Personnel Programs Division; Training and Civilian Personnel 
Branch, Scott AFB IL. 

ORGANIZATIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of tbis position are: to ensure command civilian personnel 
resources are effectively managed, training and development programs support the command requirement 
for well-trained civilian and military personnel, civilian personnel advisory services are responsive to 
management and employee requirements and recognition programs are administered effectively. 

DUTY 1: With assistance from the supervisor, develops and implements a comprehensive mUlti-year and annual 
command training plan (civilian and military) by incorporating training regulations, analysis, as well as any applicable 
operating instructions outlining necessary actions within established time frames. Assesses training andprofessional 
development needs ofboth military and civilian personnel in professional, administrative and support positions and " 
identifying appropriate resources for the identified training and profeSSional development requirements to the extent 
needed to support Joint requirements measured by established metrics. Recommends solutions to supervisor for approval. 
Researches all available material to ensure the most cost-effective training and professional development plan. Drafts 
training budget and prepares justification for new/additional resources as outlined by the training plan. Proposes solutions 
or strategies for training and professional development that improve mission effectiveness and satisfies long-range 
command strategic goals. Critical 

STANDARDS: 

A. Periodically discusses with managers, supervisors, training coordinators, and the Civilian Development and 
Advisory Council (CDAC) requirements for training and professional development. Promptly evaluates comments 
concerning productivity, turnover, lack of skills, or needed improvements in customer service that may be solved by 
additional training and professional development. 

B. With prior approval, acquires training and professional development services from such vendors/resources as 
private sector, DOD, Army, Navy, Air Force, Marine, OPM, etc., considering cost, content and quality of training. 

C. Thoroughly evaluates and reports overall command training and professional development issues through a 
formal feedback system to various command staff levels. 

KSA: 1,2,3,5,8,9 

DUTY 2: Researches, develops, proposes and tracks on-site and off-site training courses required to meet Command - mission essential and professional development needs. Keeps abreast ofnew developments, such as distance learning and 
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teleconferencing, in training and professional development. Reviews and evaluates contractor produced syllabus, 
lesson plans, training materials, job aids, etc., for courses taught to determine appropriate objectives and goals. 

Critical 

STANDARDS: 

A. Thoroughly reviews and evaluates all available training materials for inclusion into the Command training plan. 

B. Ensures training provided by contractors meets stated objectives, addresses pertinent mission requirements, and 
is consistent with educational techniques and practices. 

KSA: 5,8,9 

DUTY 3: With assistance and direction from supervisor, manages the Command Training Program for civilians and 
military. Drafts command policy for implementation of training and development programs based on research oflaw and 
regulations governing government training programs. Ensures all personnel, military and civilian, requiriJig training and 
professional development are identified, scheduled for, and attend training and professional development courses as 
identified in the individual development plan. Recommends approvaVdisapproval of all requests for training funded by the 
command. Recommends management controls to ensure that supervisors are aware of and support upcoming training. At 
the completion of training, ensures that training budget is updated to account for tuition costs. Critical 

STANDARDS: 

A. Ensures that training approved is properly documented and submitted promptly to the appropriate office/vendor 
for registration . 

.	B. Effectively uses the Air Force Training Management System to ensure that training quotas are forecasted, 
training line numbers obtained, and qualified individuals attend. 

C. Establishes liaison with Army and Navy training functions to ensure that specialized training available from 

other services are also available to meet the Command mission and professional development requirements. 


D. Ensures that contract training services are available on-site to support the Command standard office information 

systems requirements for training on word processing, spreadsheet, database management, networking, e-mail, 

internet, etc. 


E. Thoroughly researches law and regulations prior to writing policy that defmes command training programs, 

policies and procedures. 


KSA: 1,2,5,6,7,8,9 

DUTY 4: With assistance from the supervisor, educates and assists USTRANSCOM supervisors, training coordinators, 
and CDAC members on effective education, training, and professional development programs. Trains the training 
coordinators on establishing requirements for instructor-led training, requesting training quotas in the training database, 
maintaining employee individual training plans, and managing various directorate civilian employee career programs. Co
chairs periodic training coordinator meetings to update training coordinators with latest training and professional 
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development policies and procedures. Provides briefmgs and reports to the CDAC as required. Identifies training 
deficiencies. Critical 

STANDARDS: 

A. Ensures timely. effective training for training coordinators to manage directorate portions of the training 
database. 

B. Provides periodic, informative briefings to the Civilian Development Advisory Council on the status of training 
and professional development within the Command. 

C. Ensures CDAC members, Service Element Commanders, training coordinators, and supervisors are advised of 
the Command policy of fair and equitable management ofcivilian personnel programs without regard to race, color, 
religion, sex, national origin, age, handicapping condition, or any other factors unrelated to training and professional 
development. 

KSA: 3,4,5,6,7,8 

DUTY 5: Serves as the Training Data Base Administrator for the Command training database. Ensures effective 
use of the On-Track For Training software to develop and maintain employee records ofschedules and completed 
training. Maintains the integrity of the database to ensure employee's records are updated properly, and that 
statistical information and reports obtained are accurate. Establishes individual training plans for new employees 
and ensures disposition oftraining records of terminating employees. Critical 

STANDARDS: 

A. Periodically checks, verifies, or performs quality review ofautomated information for which responsible. Takes 
prompt action to correct discrepancies andlor re-train managers on the proper procedures for accessing and updating 
the On-Track database. 

B. Ensures that individual training plans for new employees are accurate and disposition of training records of 
terminating employees are accomplished timely and appropriately. 

C. Ensures training coordinators/supervisors are effectively trained in the On-Track For Training database to ensure 
completed training courses are reflected accurately in the system. 

KSA: 2, 6, 7 

DUTY 6: With the assistance ofthe supervisor, manages substantial training and professional development budget 
for civilians and military assigned to the Command. Accurately forecasts for funding for validated requirements by 
developing the USTRANSCOM Training and Professional Development Financial Plan. Establishes internal 
management controls to ensure that training funds are used to support valid training requirements and that accurate 
records are kept to document training expenditures. With the assistance of the supervisor, manages the budget 
execution process to ensure that training and professional development funds will be available to support training 
throughout the fiscal year andlor conducts reprogramming actions as necessary. Provides professional briefings to 
the Civilian Development Advisory Council on training and professional development budget issues. Defends and 
justifies funding requirements by linking training and professional development to Command strategic goals, 
objectives, and strategies. Plans, develops, coordinates, and publishes financial guidance to help training 
coordinators, CDAC members, Service Element Commanders, and supervisors forecast for training funds. 
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 Critical 

STANDARDS: 

A. 	 Provides detailed answers to questions regarding entire training budget process. 

B. 	 Ensures that data linking training and professional development to Command strategic goals, objectives, and 
stategies is accurate and timely when supporting funding requirements. 

C. 	 Accurately prepares, justifies and submits budget data for appropriated fund training within established time 
frames to ensure funding is available for identified training and professional development needs. 

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

DUTY 7: Oversees the performance and productivity of contractors within the work center andlor in related work 
centers. Prepares DD Forms 250 or related documents to certify acceptance ofcontractor services. Acts as liaison 
to contracting organizations by reporting problems with contractor services, clarifying contractor responsibilities, 
and researching contracting issues. Assists the contracting officer, as required, in developing comprehensive 
statements of work; developing Contract Data Requirements Lists and Data Item Descriptions. Assists contracting 
officers with: technical evaluations; source selections; technical advice as to the requirements of the services being 
procured. .....-critical C6.cJ 10-1-0(, 

"
\ 

"- STANDARDS: 

A. 	 Ensures that contracted training services are provided in accordance with terms of contract(s). 

B. Ensures that statements of work, data requirements lists and data item descriptions accurately and completely 
describe the type of training services/products required. 

KSA: 2,4, 5, 8 

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA) 
I. Basic knowledge of management principles, fact-fmding and investigative techniques, and methods of analysis and 
evaluation. 
2. Knowledge of standard administrative practices and procedures used to conduct training studies to include planning, 
conducting training tasks, and performing occupational analysis. 
3. 	 Skilled at communicating orally in an effective manner. 
4. 	 Skilled at effective written communication. 
S. Knowledge of fair and equitable management of civilian personnel programs without regard to race, color, 
religion, sex, national origin, age, handicapping condition, or factors unrelated to training and professional 
development. 
6. 	 Ability to be tactful and courteous when dealing with others. 
9. Basic knowledge of military and civilian personnel policies, regulations and procedures pertaining to training 
and development. 

SUPERVISORY CONTROLS 

The employee receives assignments which are defmed in terms ofwhat is to be achieved and steps to take or 

resources to use in accomplishing the assignment. The employee and supervisor may meet to establish timelines, 

milestones and to discuss progress on assignments. The employee in conjunction with the supervisor plans, 
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coordinates, and carries out the successive steps of projects. Work is reviewed in process and upon completion for 
confonnance with overall requirements. The employee recommends to the supervisor which training should be 
approved and makes recommendations to disapprove training based on regulatory requirements. 

GUIDELINES 

The guidelines include laws and regulations governing training programs and how they can be used to improve 
perfonnance, enhance employee skills, and develop employees professionally. Guidelines also address 
appropriateness ofspending government funds for employee development. Employee researches regulations, 
procedures and guidelines referring to the supervisor those cases that are not fully addressed or could set a 
precedent. 

ENVrRONMENTALFACTORS 

None. The work is primarily sedentary, although some physical e,ffort may be required. Work is typically perfonned in an 
adequately lighted and climate controlled office. 

Other significant facts pertaining to tbis position are: 

A. Incumbent may be required to work occasional overtime. 

\ B. Incumbent may be required to travel by regularly scheduled commercial or military transportation when going 
my. 

C. Employee is required to file a financial disclosure statement annually. 

CLASSIFICATION SUMMARY: 
CLASSIFICATION STANDARD(S) USED: 
PCS for Employee Development Series GS-235, TS-4, April 1971 
Military Personnel Management Series, GS-205, Fly Sheet, TS-6, June i971 
PeS for Education and Training Series G8-1702, TS-I09, October 1991 
PCS for Miscellaneous Administration and Program Series, G8-30 1, TS-34, January 1979 
USAF/DPC Letter, 17 January 1990, subj: Guidelines for'Classification 01 Positions to GS-2XX Group 
HQ AMCIDPCM Letter, 29 January 1990, subj: Guidelines for Classification of Positions to GS-2XX Group 

CLASSIFICATION REMARKS: 

Personnel Training Specialist, GS-301-07 

This is adevelopmental position with promotion potentia] to GS-It. 


Employee may be required to support the Crisis Action Team 
(CAT) during exercies and/or contingencies. This may require the 
employee to work overtime or other than normal duty schedule. 
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AIR FORCE CORE PERS01\.'"NEl DOCUlvfENT 

ORGANIZATION: USTRANSC01l-1lTCJJ-M CPD NUMBER: 42448 
SGPV LEV CODE: 8 COMP LEV CODE: K71D 
TARGET GRADE: 12 FLSA: Exempt 
JOB SHARE: No CAREER PROG ID: 21l 
SENSITIVITY: Non Critical-Sc.nsitivc BUS: 1036 
EMERGENCY ESS: No DRUG TEST: No 
KEY POSITION: No POSITION HIST: Replaces 9S41763 

CLASSIFICATION: Management Analyst, GS-0343-12 
DUTY TlTLE: 

ORG & FUNe CODE: CAY· Manpower 
1ST SKILL CODE: 50% ARGR!vlOMOC - ManagclT1(;nt Analysis/!'vlanpowcr & OrgnlManpower & Organ Crr! 
2ND SKILL CODE: 25% ARGRMOMSD - Ivlanagement AnalysislManpower &. Orgn/Management Engineering 
3RD SKlLL CODE: 25% ARGRJvIOr....fCA - Management Analysisl1vranpower & Orgn/CommerciaJ Activities 

CLASSIFIED BY: 

·J2J.~.\"iL1 ':& .l,u...LlU1.6n.~1_____ 9SfLC (\3 
CLASSIFIER SIGNA fURE -DATE 

SUPERViSORS CERTlF1CATION: 

I cc.rtify that Ihis Core Personnel Document is an accurate statement of the major duties. knowlcdgcs, skills, and abi lilies. 

rc,"ponsibilities. physicn! Ilnd performance requirements of this posilion and its organizational relationships. The position is 

necessary to carry Ollt government functions for which 1am responsible, This certification is made with the knowledge. that 

this information is 10 he used for statutory purpose.s relating to appointment and payment of public funds and that false or 

misleading stntements may constitute violations of such statutes or their implementing regulations. 

SUPERVISOR: 


'.3 C):../ 03 
SUPERVISOR SIGNATURE 1;/ DATE 

CERTIF1CATlON' 

R a IIl.rIS up v. 

DB Ie 

Revlower 

o p 10 

Employee' 

o II til 
_.__. 

"'Signature acknowledges receipt. It does not indicate agreement/disagreement. 

.' 

f' 
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PURPOSE OF POSITION AND ORGAN1ZATIONAL LOCATION: 

The primary purpose of Ihis position is: To serve as a Management Alia Ij'st on the USTRANSCOM staff 
performing comprehensive rnullpower llnd organizational analyses of tl wide dl\'ersity of organizations, functions, 
work proce~scs lind provides innovative, expert management advisory capabilities to improve mission effectiveness, 
resource efficiency, and resource savmgs. 

The orglUlizaliomil location'Qf this position is: Manpower Mallagement Division, Manpower and Personnel 
Directorate, United Slales TranSPQt1ation C.mmand, Scott Air Foree Bast:, Illinois 62225-5357 

ORGANIZATIONAL GOAl.S Dit OBJECTIVES; 

The organizational goals or objccth'cs of this position are: To execute the US'lRANSCOM Joint Manpower 
Program. To provide. senior leadership and management advice on the effective and economical managemem of 
manpo",,'cr resources: perform reseallChlan3.lysis providing compre.hensive background upon which sound 
manpower policies/programs can be based: and provide advice and supporllo serviced organi7...atioHS. 

1: 	 Critical 

Conducts comple.x management studies encompassing major transportlltion systems, facilities, and units at all levels of 
command lhat are complknted by Ihe need to consider and evaluate the impact of clJanges in regulatory and legislation 
requiremt~nts, long rdnge program goals, etc, Manages multiple programs and studies simultaneously. Establishes 
manpower and organiz<llionall'equirementl' and manages USTRANSCOM In,1JlpOWer resources rclllting 10 worldwide 
transportation syst.!ms and mission clt.1nges. Determines the manpower and organizational impact of wide-scale mission 
changes, and/or reorganizationslrealignments for USTRANSCOM, to include component command as they relate to or are 
driven by changing requirements. c;iather and research fhcrua.\, historical. and stlltistical data regarding thl:. organization 
andlor programs involved, Analp.cs information obtained ro determine accurncy of data. Analyzes existing organiz3tiort.'l1 
stnlcturc and workload (0 determine number ofrn:l.I1powcr authorizations required to accomplish lIlI responsibilities, 
Identifies potential areas ofduplication or overlapping rcsponsibilitkS Ihat may be streamlined and/or consolidated to 
reduce resource requirements. Reviews Joint and Service, manpower standards, reglilarions, and guidelines and comments 
on their applicability and completeness. Prepares and presents brie.fillg to managers on study fUldings and 
recommendations. 

STANDARDS: 

A. 	 Routinely plan5 and conducts comprehell~ivc analytical sludit:s of organizatjonal smlcturc and fi.mt:tiolts. 

B, 	 Most always performs detailed reviews and analysis of organizational structures, functions, and manpower 
utilization to recommend potential improvem~!flts in organizational structure or resolve substantive issues. 

C. 	 Effectively manages mlllriple projects at the same time with rare expectioll. 

KSA: 1,2,3,4.5,6, 7 

DUTY 2: 	 Critical 

Responsible for the. accomplishment of all e.ffective manpower program, which illclude~ in-depth analysis designed to 
facilitate recorrum:ndatiolls and decisions pertaining to the distribution and utilizatioll of manpower resources. Perfol'lus 
research lind analysis of corrun,~nd manPQwcr files, studies, and reports to identify inconsistencies, deviations, and 
deficiellcies in manpower trends. Develops, collc<::ts, and maintains statistical data pertinenllo manpower allocations and 
requirements to provide a comprehensive background upon which sOllnd manpower policies and progr~ms call be based. 
Recommends. changes io organiz.ational structure regulations or functional sraremems to improve dTidency and economy of 
operation. Assists in the identification of lower priority activities and resources within the command to provide support for 
new projects. Reviews and validates inputs invohting complex '.\lork processes to include proposed organization and 
manpower changes along witb command-to-commaud and support agreement updates to assess the impact on manpower 
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requirements and recommends appropri<lte cours::s of action. Provides consultation to organizations or leads teams in the 

npplication of Ail' Force a]ld Joint StatTpolicy and guidance. 


STAN.DARJ)S: 


A. Typically prepares acclIrate detailed plans lind performs smdies to efficiently improve manpower utiJizallon and 
distribution. 

B. 	 Completely understands and is able IQ t!xplain and implement Services and joint manpower guidelines and procedures 
with rare exception. 

KSA: 1.2.3.4,5,6,7 

]: 

Designs. plnns, and conducts management surveys und rescufch proj~c[s, and provides advisory services on a wide variety 
of substantive issues wilh t:xtensive scope. complexity, and impact throughout a complex Qrganizarion(s) with interrelated 
processes and functions. ColI~ts and analyzes dalu It) dctemlinc actual! manpower requirement for work performed and 
future cxpcctl.\d \vorkload. Continuously reviews requirements 011 all manpower ac.;tions taken by tbe command to emurc the 
most effective and efficient ulili:wtioll of resources, Leads Service directed reviews of key military manpower attributes to 
ensure the most efficient usc of resources. Prepares :1IId presents bricfings to the headquarters smff and JCS. Develops and 
validates a need to increase or reduce manpower and delcnnines manpower requirements by functions, specialty code, and 
skill level in accordance with established policy, Based on leadership deci5ions, initiates actions to adjust manpower 
authoriUitions and justifies all actions taken. Prepares manpower documents when changes in authorizations sbould ~ 
made and identifies whal functions shQuld be combined to eHeet better lIlilizutions. Reviews audil, investigative reports, 
and directives to make Tcc.ommendalions llS to appropriate changes and corrective action on Congressional, OSD. and Air 
Force manpower initiatives (e.g., BaSe Realignment and Closure, privatiUilion, elc.) ConductS periodic review's to validate 
smdy results. 

STANDARDS: 

A. 	 Reguhlry designs. plans, and conducts thorough surveys on issues of substantial scope. compltxiry, and impact. with 
rare exception. 

B. 	 En.'lures sound, Ill<:t.based recommendations ::Jre routinely provided in uccordance with establilihed guidelines and 
milestones. 

C. 	 Thoroughly understands and routinely uses {he IMAPS system to bllild Manpower Requirements Change Packages 
(MRCPs) to submit proposed changes 10 the Joinl Slaff for staffing and approvaL 

!(SA; 1,2,3,4,5,6, 7 

DUTY 4: 	 Critical 

Provides complex management support services in the areas of program analysis, annllallmulti-year/long range fiscal 
plmming (c.g., Defense Plallning Guidance (DPO), P hliUling. Programming, and Budgeting System (['PBS) c yc1es), and 
development of annual work plan(s). Actively participates in 01' facilitates management studies and strategic planning to 
improve 0 rganizaticma I direction and focus II Sil1g appropriate s tTIllcgic p tanning tools and techniques. Prepares detailed 
plans and schedules for assigned areas and programs aDd/or participates with management ill fiscal planning (e.g., PPBS, 
etc.); responsible for effectively integrating rcqlliremems into the annual Program ObJective Memorandum (POM). 
Provide!> support and advice Oil repl'ogT:lmming of funds and funding levels due to manpower changes. Evaluates the: 
impnct of Service and Office of th~ St>cremry of Defense programming and budget decisions on manpower resources during 
all phases of the Department of DcJbnse (DoD) PPBS proc.ess. Ensures analyses of these issues adequately address 
CDRTRANS priOrities and concerns. Assists the organi7.lltion by evaluating modifications to existing plans in response to 
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changing environments. Works with Services, Joint Starr, OSD and Tees to gather and anaiyL.e manpo\ver infQlmalion 
c.onccming common-user {tansportation. 

STANDARDS: 

A. 	 Normally pmvides effective, complex managr:rm:nt advisory ser,lices to assigned organiz.ations. 

B. Routinely provide.!> accurate and limely manpO\vcr and financial inputs during all phase~ of the PPBS (]·de. 

KSA: l. 2. 3,4,5,6, 7 

OUTY 5: 	 Critical 

Develops proposed organizational changes involving est('lblishment, discontinuance, consolidation, transfer, or regrouping 
of functions Qf major organizational units. This often involves complex studies of multiple geographicaUy dispersed units 
to validate and recommend changes. Exphlins to senior leaders and high-ranking officials mt:lhods by which consolidation 
of functions will be achieved and the duties and responsibilities of the various components afier consolidation. Attends 
mCl:tings with representatives from other commands for the purpose of working out tentative agreements with respect to 
procedures, which are their joint CQt1cem. Works directly ' .....ilh other unified commands in the wdns[t:( ofmissions and/or 
billets. 

STANDARDS: 

A. 	 RQutinely provides detailed analysis of proposed changes and provides sound. logical alternatives to achieve the 
desired objective. 

S. 	 Effeclively briefs orally or in writing high-rrmkillS officials :ill> to proposed rccornmcildaliolls on organi7...ational changes 
with rare exception. 

" 
KSA: 1,2,3,4,5,6,7 

DtJTY 6: 	 Critical 

Amllyzes di rectives and guiWince received from higher hcadquancrs for the purpose ofstandardi7.:ing and clarifying the 
broad manpower language of the hig.htr heaciqulIners instruction. Recommends manpower policies and procedures. 
Performs stan'visits and survey" to stan' agencies for the purpose of fUrnishing advice and assistance in regard to manpowt:r 
planning/programs. Atlend Illeerings and conference at JCS as required. Briefs USTRANSCOM staff offices on manpower 
functions and programs. Perfonns special studics and projects. 

STANDARDS: 

A. 	 Ensures sound, fact-based recommendations arc provided in accordance with established guidance and policies. 

B. 	 ThofO\lghly understands and explains JCS and higher headquarters directlves, policies and guidance. 

C. De\'flops strategies and action plans t~ efTcctivdy implement JCS and higher headquarters directives and guidance. 

KSA: I. 2, 3, 4, 5,6, 7 

DUTY 7: 	 Critical 

Designs, plans, .md conducts competitive sourcing studies, management surveys. and research project. .., providing advisory 
services Qf II wide variety on subslamive issues w1th extensive scope, complexity, and impact, assessing the overall 
ctTecliveness of program operations. Actively participates in reviews and studies to delcrm.ine the most efficient and cost 
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elTective means ofaccomplishment (e.g., in-service, contract). Facilitates the development Qfpcrformallce work statements, 
qualitj' assurance sUfveillnnce plans (QASP) and transition plalls. With the assistance of the functional OPR, prepares the 

management piau, which mcJudcs Ihe mmlt cllicienl organizlItioll (Iv·IEO), and the govenllnent'.s ill-house QASP. ~ay also 
serve os Ihe ("hairpcrson of the USTRANSCOM Steering Committee lor the Ofllce Qf)'vhmagemcnt and Budget (OJl..'1B) 
Circular A-76 cost comparison studies. Reviews audit and inves(igative reports to determine appropriate changes and 
corrective action required on Congressional. OSD. and Air Force competitive sourcing initiatives (e.g., Base Realignment 
and Closure, privatization, etc.). Conducts periodic reviews [0 validate study results. 

STANDARDS: 

A. 	 Nomllilly plans and conducts. reviews of !lcrivities (f.l determille if inherently governmental Qr a conunercial activity and 
coordinates findings with senior matHlgement. 

O. 	 Effectively collects data, perfom1S detailed analysis and ensures sound, fact-hascd recommendations are regularly 
provided in uccordancc with established A·76 and Air Fnfce cnmpetitiye sourcing guidelines and milestones. 

C. 	 Routinely leVICWS and evaluates requests that initiate new or extend existing contracts to ensure compliance with 
prcscrilx~d policies andguidclinc. 

------------_.....--~--~.-.-------------------------

RECRUTT1\n;NT KNOWLEUGES. SKILLS, AND ABILITIES (KSA): 

1. Knowledge and skill in the application of DOD, Joint, and AF management engineering principles, concepts, and 
methodologies and financial management directives, conccp!s, procedures, guidance, and policy. 

2. Knowledge and skilllo galher, assemble, and analyze facts. draw conclusions, devise solutions to problems, and 
identify changes and trends. 

3, Skin in applyillg analytical arid evaluative techniques 10 the identification, consideration, and resolution of issues or 
problems concerning efficiency and effectiveness of program opnations. 

4. Skill ill conducting interviews with supervisors and employees to obtain inronnation about organizational 
mi$sions, functions. and work procedures. 

5. Abili!), (0 devise organizati.onal stnlclUring options for (:omplex, diverse organizations. 

6. Ability to communicate clTeclivcly, both orally and in \"Tiling, to gain cooperation from others through tact, 
courtesy, lind diplomacy. 

1. Ahility to access or locate infomlution through the use or a personal complltcr and somvare programs. 

CLASSIFICATION CRITERIA: 

Factor 1, Knowledge Required By The Position Level 1-7 1250 Points 

-- Knowledge and skill in applying anai)'rical and evaluative methods and teclm.iques {O issues or srudies concerning the 
efficiency and effectiveness of program operations. 

- Knowledge of pertinent laws. regulations, policies, and precedents, which affect the u:o;e of program and related support 
resources in the area snldied . 

• - Knowledge of!ht~ nllijor issues. progmm goals and objectives, work processes and (wernli operations of the organization. 

-- SkiU in adapting analytical techniques and evaluation criteria to the measurement and improvement of program 
effectiveness and/or organizational productivi!),. 
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-- Skill in developing new or modified work lnethods, organizational structures. management pfClccsses. and/or program 

administration procedures. 


.Factor 2, Supe.....·isory Controls Level 2-4 450 Points 

The employee and supervisor develop 1I mutually acceptable project plan. which includes identification of the work to be 
dOIlC, the se.ope of the project, und dcadlines lor its completion. Within the parameters of Ihe approved project plan, the 
employee is responsible for planning and organi7.ing the study, and c(lnducting all phases of the project. The employt~e 
infomls the supervisor of potentially controversial findings, issues, Or problems with widespread impact. Completed 
projects nre reviewed by the supen'isor for compatibility \\i'ill! organization goals, guidelines, and effectivenes,s in achieving 
intended objectives. 

Factor 3, Guidelines Level 3·4 450 Points 

The guidelines consist of general administrative pol.icies and n1ilnagcmcnt and organizational theories, which require 
considerable adaptation and/or interpretation for application to issues and problems studied. Guidelines do not go into 
dewil as to the methods used to accomplish the project \Vithin the context of broad regulatory guidelines, the employee 
may refine or devclop morc specific guidelines. 

Factor 4, Complexity Level 4-5 325 Points 

The work consists ofprojects and studies, which require analysis of interrclated issues of effectivcncss, efficiency, rmd/or 
productivilY ofsubstrmlivc mission-oriented programs. Assignmcnl~ require developing detailed plan.,<;, goals and objectives 
for the long.range implementation and administration of thc program and/or developing criteria for evaluating the 
effn·tivcl1css of the program. Decisions about how 10 proceed in phlJming.. organizillg, and conducting studit::s an:: 
complicaTed by conflicting program goals and objectives. Assignments are further complicated by tile need to deal with 
subjective cOllcepts such as value judgments. The quality and quantit)' of actions arc measurable primarily in predic.tive 
tem1.'i, and the lindings and conclusions arc highly subjective and not readily susceptible to verification through replication 
of study methods or reevaluation ofrcsulls. Option..~, recommendations, and conclusions developed by the cmplo}'ce take 
into account and give appropriate weight to uncertainties about the data Ul1d other variables, which affect long-range 
program pcrfonnance. 

Factor 5, Scope nnd Effect Level 5-4 225 Points . 

The work involves establishing criteria to measure and/or predict the attainment of program or organizational goals and 
objectives, promulgating program guidance for application across organizational tines or in varied geographic locations, 
and/or evaluation of program cffectivcness. The work contributes to the improvement of productivity, effectivcness, and 
efficiency in program operntions andfor administrative support activities at different echelons and/or geographicalloc3tions 
within tlle organization; and affects the plans, goals, and effectiveness ofmissions and programs at these \'3rious echelons or 
Im:alions. 

Factors 6, Personal Contacts Level 6-3 Points 

nle employee regularly meets with persons rcprescnting organizations or groups ii'um outside the cmploying agency (e.g., 
consultants, contractors, business executivcs, etc.). Also, on an ad-hoc basis, the employee has contact \\lith program 
officials several manageria]!eve1s above the employee. 
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Fllctor 7. Purpose 0[' C()lItat~ts 	 L(~\'el 7-c lRO Points 

The purpose is to influence managers or olher officinls to accept ami impkment findings and n:commendations on 
organizational improvement or program effectiveness. May encounter resis!an<:e due 10 such issues as organiz.ational 
conflict, competing objectives. or resource prQblerns. 

Factor 8, Physical Demands 	 Level 8-1 5 Points 

Work is generally perfonncd in an office setting. A modt:r.lte mouunl of walking and standing is required when attcnding 
meetings and conferences. and in visiting other offices and buildings. 

Factor 9, \\lark Environment 	 Level 9-1 5 Points 

MoSI work is performed inn properly heated and vcntilated, air conditione.t and well-lighted office setting. 

----_. --,------,------------,. 	 .. ---.------~--.- ,. 

Other signilicant facts pertaining to this position are: 

1. Work may occasionnlly re4uire trave! away from the normal duly station on mililar,' or commercial aircl11fi in 
111e performance of temporary dUly assignments. 
2. System Administrator for the electronic Jointl\'ianpowcr and Personnel System (c-JMAPS). 
3. 	 Employee may be required to suppmt th{~ Crisis Action Team (CAT) during exercises and/or contingencies. 

This may require Ihe employee to work overtime or other than nonnaJ duty schedule. 
4. Overtime may be required during peak working perioos. 

----....- ~----------------------------------
CLASSIFICATION SVMMARY: 

CLASSIFICATION STANDARD (S) USED: OPM Position Classification Standard for Management and Program 
Analysis Series, OS-0343, TS-98 dated Aug 90; OPM Position Classification Standard for AdmiI1istrativ~ Analysis Grode 
evaluation Guide, TS-98 datcd Aug 90 

GS-12PointRange 2755-3150 
Total Points: 2890 
Grade: G8·12 

CLASSIFICATIO;\' REMARKS: The Munagemclll and Program Analysis Series. G5-0343. does not contain grading 
critena. This standard slates that no supen'isory positions at grade GS-09 and above be evaluated by reference to the 
Administrative An.alysis Grade Evaluation Guide. The Administrativ~ Anal)'Sis Grade E.'alualion Guide (AAGEO) covers 
administrntive work which does no! require speciali7..ed subject maner know ledges and skills but does require a high degree 
of qualitative andior quantilative analytical skills, the ability to research problemslissues. written lHld oral communication 
skills. and the llpplicatioll of manlre judgment in problem solving. Work herein fits this definition. Therefore, the position 
was evaillated in accordance with \\/ork illuslrations in the AAOEG. 
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AIR FORCE CORE PERSONNEL DOCUMENT (CPD) 


ORGANIZATION: USTRANSCOM/TCJ3 SPDNUMBER: 9Sl87 
SUPV LEVEL CODE: 2 COMP LEVEL CODE: Bl3A 
TARGET GRADE: 15 FLSA: Exempt 
JOB SHARE: N CAREER PROG ID: NA 
SENSITIVITY: Critical Sensitive BUS: 8888 
EMERGENCY ESS: Yes DRUG TEST: No 
KEY POSITION: N POSITION HIST: Replaces 9S4l92l 

CLASSIFICATION: Supervisory Transportation Specialist, GS-30l-l5 
DUTY TITLE: Deputy Director for Programs and Readiness 

ORG & FUNC CODE: PPY 
I ST SKILL CODE: 50%FKMCMW Transportation Specialist/Cont War Plans 
2ND SKILL CODE: 25%ARN Logistics Mgmt 
3RD SKILL CODE: 25%ARLPLN Prog AnalysislPlanning 

CLASSIFIED BY: 

___---:llsignedllBarb Toennies____________ 6 Feb 06 ___ 
CLASSIFIER'S SIGNATURE DATE 

SUPERVISOR'S CERTIFICATION: I certify that this CPD is an accurate statement of the major duties, 
knowledge, 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. 

__....:llsignedllPaul J. Selva, Brig Gen, USAF _______ 20 Jan 06 
SUPERVISOR'S SIGNATURE DATE 

PERFORMANCE PLAN CERTIFICATION' 

RaterlSupv. 

Date 

Reviewer 

Date 

Employee" 

Date 

·Signature acknowledges receipt. It does not indicate agreement/disagreement. 
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PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION: 

The primary purpose of this position: To serve as Deputy Director for Programs and Readiness, Operations 
Directorate. To plan and direct the development and maintenance of support systems, training, and readiness 
programs to enable multi-modal operations supporting the end-to-end distribution process. Directs and prioritizes 
work effort across diverse organizations, functional elements, and processes, and provides consultation to improve 
effectiveness, resource efficiency, and resource savings for the Headquarters through subordinate supervisors. 

The organizational location of this position is: United States Transportation Command Operations Directorate, 
Scott AFB IL. 

ORGANIZATIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of this position are: To develop and implement support systems, operational 
procedures, training programs, and readiness strategies that enable the Directorate, and thereby the Command, to effectively 
exercise command and control of mobility forces/assets within the Defense Transportation System and distribution pipeline. 

DUTY 1: Critical 

As Deputy Director oversees and supervises the applicable activities within the Directorate. Develops, 
manages, and leads the formulation and execution of the Operations Directorate annual and forecasted budget. 
Develops goals and objectives that integrate organization exploration and exploitation technologies impacting 
distribution objectives. Establishes, revises, or reviews policies, procedures, mission objectives, and organization 
design for the staff, as necessary to eliminate work problems or barriers to mission accomplishment, promote team 
building, implement quality improvements, or in response to concerns with regulatory compliance and/or customer 
requirements. Formulates operational goals, plans, concept ofoperations, work plans dealing with the end-to-end 
distribution and supply chain management. Manages operational readiness reporting and contingency sourcing 
operational plans. Oversees the commands' portion of the Chairman's Joint Exercise Program, the Joint Training 
Program. Represents the command on Global Force Management Boards, assesses risk with to proposed changes in 
forces assignment, apportionment and allocation. Evaluates and reports on risk to the CJCS. Manages the global 
sourcing of all mobility capabilities. Plans work for accomplishment by subordinate divisions, sets and adjusts short
term priorities, and prepares schedules based on consideration ofdifficulty of requirements and assignments such 
that the experience, training, and abilities of the staff are effectively utilized to meet organization and customer 
needs. Provides subordinate supervisors and staff with direction and advice regarding policies, procedures, and 
guidelines. Reviews and structures organization to optimize use of resources and maximize efficiency and 
effectiveness of the organization. Balances workload and provides overall direction and vision to the subordinates 
on a wide range ofjoint mobility concepts and technological innovations which affect the end-to-end movement. 
Establishes metric and analysis system used to assess efficiency, effectiveness, and compliance with regulatory 
procedures. Evaluates requirements for additional resources submitted by subordinate supervisors, and balances 
organization needs with overall mission requirements and resource interests. Identifies need for change in 
organization priorities and takes action to implement such changes. Re-allocates internal budget and secures 
additional funds through a variety of sources in order to achieve Command priorities. Plans and schedules work in 
such a manner that promotes smooth flow and even distribution and ensures effective use oforganization resources 
to achieve organization goals and objectives as well as installation customer needs. Establishes review systems for 
the organization that make certain government needs are met and validated, and that economy and quality of 
operations are maintained or improved. Accepts, amends, or rejects work of subordinate supervisors. Reviews work 
and management techniques of subordinate supervisors and is held accountable for actions taken and advice 
provided by staff of subordinate units. Makes decisions on work problems presented by subordinate supervisors. 
Directs self-assessment activities of subordinate supervisors. Reviews training recommended by subordinate 
supervisors to assure it is proper and promotes effective operation for the organization as a whole. 
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STANDARDS: 

A. Ensures that plans and priorities support the mission and result in successful and timely completion of work. 

B. Ensures that planning, organizing, and directing efforts comply with higher headquarters guidance and achieve 
organization and customer needs. 

C. Management of resources meet the needs of staff and customers adequately and effectively. 

D. Methods established to review actions of subordinate supervisors are effective and ensure legal and regulatory 
compliance issues andlor customer concerns are promptly identified and addressed. 

KSA: 1,2,5,6,7,8,9 

DUTY 2: Critical 

As Deputy Director exercises supervisory personnel management responsibilities. Directs, coordinates, and 
oversees work through subordinate supervisors. Advises staff regarding policies, procedures, and directives of 
higher level management or headquarters. Selects candidates for subordinate non-supervisory positions and 
recommends selections for subordinate supervisory positions taking into consideration skills and qualifications, 
mission requirements, and equal employment opportunity (EEO) and diversity objectives. Ensures reasonable equity 
among divisions of performance standards developed, modified, andlor interpreted and rating techniques developed 
by subordinate supervisors. Explains performance expectations to subordinate supervisors and employees directly 
supervised and provides regular feedback on strengths and weaknesses. Appraises performance of subordinate 
supervisors and other employees directly supervised and serves as reviewing official on evaluation of non
supervisory employees rated by subordinate supervisors. Serves as the senior civilian for the directorate and relays 
information to affected personnel. Approves expenses comparable to within grade increases, extensive overtime, 
and employee travel. Recommends awards for non-supervisory personnel and changes in position classification to 
higher level managers. Hears and resolves group grievances and employee complaints referred by subordinate 
supervisors and employees. Initiates action to correct performance or conduct problems of employees directly 
supervised and reviews andlor 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 subordinate supervisors and non-supervisory employees and makes decisions on non
routine, costly or controversial training needs andlor requests for unit employees. Encourages self-development. 
Approves leave for subordinate supervisors 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 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 for employees with access to classified or sensitive materiaL 
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. Explains classification determinations to subordinate 
employees. 

STANDARDS: 

A. Personnel management actions initiated are prompt, accurate, and well considered in terms of mission, legal, 
regulatory, and EEO objectives. 

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

C. Consistently observes and complies with health, safety, and security directives. 

KSA: 2,5,6,7,8,9 
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DUTY 3: Critical 

Represents the organization with a variety of installation and functional area organizations. Assess DOD 
needs regarding planning, readiness, and distribution capability. Represents USTRANSCOM at associated working 
groups, seminars, steering groups, meetings, and conferences held by the Distribution Process Owner, Joint 
Deployment Process Owner, National Defense Transportation Association (NJ?TA), Airlift Tanker Association, 
Council of Supply Chain Management Professionals, Distribution Functional Working Group, Defense Advance 
Research Project Agency (DARPA), DOD and other government agencies. Establishes, develops, and maintains 
effective working relationships. Meets with key customers and coordinating officials to assess customer satisfaction, 
explain organization policy and procedures, and resolve significant problems that arise. Ensures subordinates 
provide customer guidance and training. Serves as the command's interface with civilian industry and academic 
community to oversee evolving distribution supply chain management issues, developments and trends, and directs 
preparation of appropriate command-level positions and responses to industry, Congress, Joint Staff, other 
Combatant Commands, Service Headquarters, and the academic community. Serves as an operational authority and 
consultant to other logistics related organizations, both private and public. When representing USTRANSCOM, the 
employee is empowered to make commitments on behalf of USTRANSCOM within the scope ofexisting policy and 
delegated authority. 

STANDARDS: 

A. Interactions with internal and external officials and/or customers are diplomatic, convincing, professional, and 
promote effective working relationships, and protect the interests of the Government. 

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

C. Ensures participation and outcomes of special projects result in a positive impact on the organization and/or 
improves quality. 

KSA: 1,2,3,4,5,6,7,8,9 

DUTY 4: Critical 

Directs integration of efforts to capitalize information, infrastructure, lift, automated information 
systems/technology and other distribution-related requirements in national laboratories, universities, and 
federally funded research and development centers to refine and improve deployment and distribution 
strategies. Envisions new operating environments and identifies the "to be" system concepts to ensure responsive, 
timely logistics support to the warfighter/customer. Pulses commercial, academic, foreign, and government sectors 
for new capability and analyses their impact on Service/warfighter power projection strategies and capabilities. 
Responsible for directing actions to monitor, analyze and respond to trends in the civil and DOD planning and 
logistics technology sectors. Orchestrates the efficient use of both internal and external distribution logistics 
technologies and concept issues and their impact on USTRANSCOM, the Transportation Component Commands 
(TCCs), other unified commands, the Services, and the Department of Defense. Monitors, analyzes, and develops 
practical national defense options for the use of intermodal capabilities based on trends in the civil sector and 
industrial base. 

STANDARDS: 

A. Accurately assesses capacity ofdistribution pipeline and USTRANSCOM's operation of its military and civil 
sector elements. 

B. Effectively oversees the detailed and thorough analysis ofdevelopments and trends in the multi-modal logistics 
industry and their impact on command and control. 
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C. Effectively liaisons with an established and expanding network of private and public sector contacts throughout 
government, civilian industry and academic community to assess/address current and future logistics industry trends. 

KSA: 1,2,3,4,5,7,8 

DUTY 5: Critical 

Responsible for establishing and coordinating USTRANSCOM positions and policies on matters affecting readiness, 
the worldwide force projection capability and the future concepts required to assure mission success. Develops and 
maintains high level contacts with operational counterparts in the DOD, Federal agencies, civilian industry and the academic 
community. Ensures that these official contacts have the authority and responsibility to resolve problems. Negotiates 
significant or controversial issues to achieve a common understanding and satisfactory resolution. Develops courses of 
actions that shape/establish process enhancements in terms of program objectives and priorities, initiation and content, 
funding, and allocation of organization resources. Authority on distribution capability, global deployment capability, and 
alternative logistics processes. Orchestrates the efficient use of both internal and external capability to effectively satisfy 
operational requirements. Develops requirements based upon new or revised legislation considering aspects as the 
immediate, sequential and long-range effects, direct or indirect, of proposed actions on other government programs, the 
commercial logistics industry our national partners, allies, and on the public. 

STANDARDS: 

A. Accurately determine the impact ofdecisions on all aspects ofdistribution system and provide for the efficient 
use and control both military and civilian logistics resources and develop complete operational positions for senior 
leadership not only within USTRANSCOM but also throughout the DOD. 

B. Accurately interprets and revises existing policy and regulatory guidance and, where necessary, develops 
program guidance for use by others within or outside USTRANSCOM. 

C. Overseas the detailed and thorough analysis of developments and industry, assess its impact on planning, 
readiness, the distribution system and develop operational requirements and solutions to address identified concerns. 

KSA: 1,2,3,4,5,6,8 

DUTY 6: Critical 

Develops operational process and technology requirements to address seamless origin to destination power 
projection emphasizing integration of joint automated systems, including the development of joint decision 
support tools. Prioritizes programs to provide a seamless, real-time capability to access and employ distribution 
information. Directs support for operational distribution capabilities related to commercial or government 
technology, force structure, and force projection programs that are of significant interest to the public, the ,Congress, 
the DOD, and civilian industry which have a significant impact upon military preparedness of US TRANS COM and 
its components. Evaluates distribution capability and issues for impact on USTRANSCOM's mission. Evaluates 
and recommends policies for integrating commercial intermodal systems requirements into the logistics pipeline. In 
addition, provides supervision, guidance and direction to the United States Transportation Command 
(USTRANSCOM) Flag Officer Roundtable. This Roundtable is established to be the single point of contact to OSD 
(P A&E) and Joint Staff. Establishes cross command integrated process teams, as needed, to resolve issues or 
improve processes affecting the development of advanced decision support tools for distribution. Stays abreast of all 
issues, including BRAC, outsourcing, privatization initiatives and business rule changes impacting command 
requirements. Monitors DOD, DARPA, Service and National Labs, and University initiatives to support the 
development of future power projection operational capabilities. 

STANDARDS: 
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A. With senior leadership develops major policy changes affecting strategic infrastructure capabilities, and logistics 
systems capability and capacity affecting USTRANSCOM or the civil sector. 

B. Provide leadership, direct, and ensure the coordination of US TRANS COM's capability development efforts. 

C. Detennine the impact of decisions on all modes of transportation and provides for the efficient use and control of 
both military and civilian transportation resources (to include associated Intennodal infrastructure) and develops 
complete operational positions for senior leadership. 

D. Serve as the command's point of contact for command and control, communication, and computer system 
requirements and prioritization of the Global Transportation Network, Global Command Support System, Single 
Mobility System, Operational Transfonnational Initiatives, operational elements supporting the Distribution Process 
Owner (DPO) Operational Vision. Represents DOD at various logistics, operational and transportation forums. 

KSA: 1,2,3,4,5,6,8 

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): 

1. Expert knowledge of exploration and exploitation technologies, and tools to develop joint mobility requirements 
and training strategy, investigate, integrate and implement technological innovations, originate new ideas, projects, 
and methodologies; and to negotiate effectively with stakeholders to accept and implement recommendations. 

2. Expert knowledge in developing, adapting, modifying, and applying management principles and techniques to 
define, clarify and/or solve problems, and to negotiate and defend findings and alternative solutions for senior level 
management. 

3. Expert knowledge of a broad range of complex logistics, planning, readiness, and transportation policies, 
principles, concepts and methodology applicable to land, sea, and air transportation and its associated 
intennodallinfrastructure systems. 

4. Knowledge of Service and Joint Deployment Process Owner force projection goals and objectives, the sequence 
and timing of key operational milestones, and methods of technology enablers to evaluate and enhance the 
effectiveness of deployment, sustainment, redeployment and retrograde actions. 

5. Skill to resolve very broad, complex or sensitive problems while managing entire programs involving diverse 
organizations, multiple approving authorities and a variety of policies and controls. 

6. Ability to interpret and analyze existing policy and regulatory guidance and develop program guidance for use by 
others within and outside of USTRANSCOM. . 

7. Ability to plan, organize, direct the functions, lead, motivate, mentor, and appraise the staff of the organization 
through subordinate supervisors to complete studies or projects within established financial and/or time constraints. 

8. Ability to communicate effectively with others, both orally and in writing to direct the work of others, present 
briefings, speeches, policy, doctrine, etc. 

9. Knowledge of safety and security regulations, and EEO practices, and procedures. 

CLASSIFICATION CRITERIA: 


Factor 1, Knowledge Required By The Position 
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Expert knowledge of organizational mission's objectives, procedures, and regulatory framework of transport arion 
management programs within which the DOD, other federal Agencies, commercial customers, and industry operate 
is necessary for technology, and when considering potential ramifications and integration issues prior to proposing 
policies/procedures that will have far reaching impact. 

Broad knowledge of logistics, transportation management, joint planning and execution policies, concepts, 
principles, technologies, and methodologies applicable to air, land, and sea distribution to evaluate problems 
complicated by necessity to consider interaction of various modes of transportation and to provide accurate advice, 
information, and assistance to users. 

Skill at resolving very broad, complex, sensitive problems while prioritizing requirements associated with DoD 
programs (GTN, SMS, JOPES, DPO Operational Vision, GCSS) involving diverse organizations, multiple approval 
authorities, and a variety of policies and controls that impact DOD transportation. 

Expert skill in effective oral communication with all levels of personnel from the Office of the Secretary of Defense 
(OSD), Services, Defense Agencies, Joint Staff, Transportation Component Commands (TCCs), other combatant 
commands, the commercial transportation community, and the academic community to resolve problems, provide 
direction, chair meetings, andlor present briefmgs. 

Highly skilled at analyzing, evaluating, correlating, advising, and acting on complex inter-Service and international 
technological support issues affecting distribution management and operations customers. 

Expert knowledge of the Defense Transportation and distribution system, its capabilities, and how it integrates 
requirements, management, and operations. 

Factor 2, Supervisory Controls 

The supervisor provides broad administrative and policy direction concerning overall project priorities and 
objectives. The employee is delegated responsibility and authority to plan, schedule, and execute major projects 
concerned with the exploration and exploitation of technologies impacting the distribution flow in both foreign and 
domestic private and public sectors and to analyze and evaluate applications of information, infrastructure, lift, and 
other technologies to enhance force projection capabilities. Having developed this functional level of expertise, the 
employee plans and carries out the work, resolving conflicts, integrating command efforts with outside agencies, 
ensures work is coordinated with other functions and programs as necessary, interprets policy and regulations in 
terms of established objectives and desired end state, and exercises discretion and judgment in determining whether 
to broaden or narrow the scope of projects, studies, and assessments. Recommendations are normally reviewed by 
senior executive level management for potential influence on broad command policy objectives and programs and 
are generally accepted without significant change. 

Factor 3, Guidelines 

Guidelines regularly used in work consist mainly of basic policy statements concerning general transportation and 
traffic management issues or concerns. They require extensive interpretation to determine the extent and intention of 
the guidance. Guidelines may include reference to pertinent legislative history, court decisions, Comptroller General 
decisions, rulings of regulatory agencies, or state laws and local ordinances. 

The employee uses judgment and initiative in interpreting and revising existing policy and regulatory guidance and 
may develop program guidance for use by others within or outside the employing organization. The employee 
establishes criteria for identifying technology developments related to in air, land, and sealift and for measuring 
organizational effectiveness in achieving technology goals and objectives. The employee reviews, analyzes, and 
determines how proposed legislation or regulations affect USTRANSCOM's distribution technology program or 
changes the way USTRANSOM conducts business with the commercial industry. This position provides very wide 
latitude in interpreting policy and in proposing and coordinating new policy and procedures to support the DOD 
logistics management program. 

Factor 4, Complexity 
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As the functional expert, the work typically involves efforts to analyze future environment and requirements, assess 
future national interest and objectives, incorporate Service strategies and envision changes necessary to meet 
changing demand, postulate future partnerships not only within the commercial sector but also with our allies and 
exploit current and explore futw,"e information, infrastructure, lift, and other technologies to enhance distribution 
programs and systems. Employee uses broad knowledge regarding Services' vision and deployment sustainment 
processes, commercial sector capabilities, supported COCOM operational and theater engagement plans, legislative 
and regulatory restrictions, Federal Agency interests, etc. and their impact on logistics programs to bring together the 
appropriate subject matter experts from the academic community, commercial industry, DOD, and other government 
entities/agencies, to accomplish particularly complex, sensitive, and long-term studies/evaluations of technology 
initiatives to enhance global operations. The employee is responsible for derming shortfalls and ensuring 
technological and procedural solutions are developed to assure the effective, efficient, and economical performance 
of the DOD distribution pipeline. The employee also represents the organization on interagency and transportation
related public and private boards and committees to formulate and coordinate technology program requirements and 
regulations, develop criteria and methods 'for evaluating program accomplishments and trends, and make 
recommendations for changes. 

Factor 5, Scope and Effect 

The purpose of the work is to direct the analysis and evaluation of major administrative aspects ofall information, 
infrastructure, and lift technologies and their ability to enhance our nation's Defense distribution ability to enhance 
global force projection capabilities in support of our national security objectives. The position studies the impact of 
the command's optimization and DOD's policy guidance on all transportation-related management issues and 
programs, and helps forge partnerships and define relationships with the commercial logistics industry (both foreign 
and domestic). Culmination of in-depth studies and investigations may require further analysis to resolve critical 
problems, additional evaluation of technology developments, and assessment of the impact on distribution. Provides 
staff guidance and direction to the TCCs and other DOD commandslFederal Agencies, and directs specialized policy 
and procedural guidelines that potentially impact all areas of logistics management. Study analyses/assessments 
shape warfighting COCOM operational plans and Service deployment and sustainment policies and procedures. 
Ongoing exploration and exploitation of available and future technologies are critical to enhancing not only DOD 
but other Federal Agencies supporting national/global interests. 

Factor 6, & 7 Personal Contacts 

Personal contacts include high level program and transportation officials in other Federal Agencies, Air Force, 
Army, Navy, Marine Corps, General Service Administration, Department ofTransportation, OSD, top executives 
from commercial industry, Vice Presidents of major carriers, the National Defense Transportation Association 
(NOTA), etc., and representatives of foreign governments. Contacts vary according to the nature of the problem 
involved and require the employee to ensure that the officials contacted have the authority and responsibility to 
resolve problems. 

The purpose of the contacts is to negotiate or settle significant or controversial issues or problems that require 
escalation because established channels and procedures have failed to resolve the problem. Persons contacted 
typically have diverse viewpoints, goals, or objectives. The employee is required to achieve a common 
understanding on the problem and a satisfactory solution by convincing the persons involved to arrive at a 
compromise or develop suitable alternatives. 

Factor 8, Physical Demands 

The work is primarily sedentary, but may require some walking, standing, bending, climbing stairs, and carrying 
and/or lifting of light items, such as books or papers. No special physical demands are required to perform the work. 

Factor 9, Work Environment 

The work is performed in a typical office setting, requiring the use of normal safety precautions necessary for an 
office environment. The work area is adequately lighted, heated, and ventilated. 
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Other significant facts pertaining to this position are: 

1. Work requires considerable TDY and travel on regularly scheduled military or commercial aircraft. 

2. Requires a Top Secret clearance. 

3. Subject to conflict of interest laws and regulations. Must file a OGE-450, Confidential Financial Disclosure Report. 

4. This position is designated as an Emergency-Essential (E-E) positions lAW AFI 36-507 and AFP 10-231. The 
incumbent of this position must meet all requirements of E-E positions and may be required ~s a condition of 
employment to take a series of vaccinations and annual boosters to immunize against anthrax and other diseases. In 
the event ofa crisis situation, the incumbent must continue to perform the E-E duties of the position until relieved by 
proper authority. While deployed to an overseas location, the E-E duties require the incumbent to be issued and 
carry a firearm, operate a government vehicle during specific authorized situations, and to wear a gas mask. 
Incumbent must obtain and maintain firearms qualification. This position cannot be vacated during a national 
emergency or mobilization without seriously impairing the capability of the organization to function effectively. The 
incumbent might be required to take part in readiness exercises. This meets the criteria of an E-E position and 
requires the incumbent be removed from any military recall status and transferred to the Standby Rese;rves, if 
applicable. Incumbents ofE-E positions must sign DD Form 2365, DoD Civilian Employees Overseas E-E Position 
Agreement. Passing pre-employment and post-employment physical exams is required. 

LAUTENBERG AMENDMENT: This position is covered by the Domestic Violence Misdemeanor Amendment (30 
Sep 96) of the Gun Control Act (Lautenberg Amendment) of 1968. An individual convicted of aqualifying crime of 
domestic violence may not perform the duties of this position. 

CLASSIFICATION SUMMARY: 


CLASSIFICATION STANDARD(S) USED: 

OPM Position Classification Standard - General Schedule Supervisory Guide, TS-123, Apr 1993 


CLASSIFICATION REMARKS: 


The primary purpose of this position is to serve as a full deputy to the Director, Operations Directorate sharing in and 

assisting with respect to all phases of the organization'S work. With the Director, the position is responsible for overseeing 

the complex, numerous, and varied day-to-day operations of support systems, training and readiness to support the end-to

end distribution process. The deputy is authorized to act on the Director's behalf, with the full authority and responsibility 

of the Director. The Director's position is authorized as an AF 08 on the joint manning document and is currently filled by 

an AF Brigadier General. In accordance with the General Schedule Supervisory Guide, "The grade of a full deputy to an 

SES or Executive Level position or other position which exceeds grade 15 is determined through the application of policies 

and criteria beyond the scope and coverage of this guide. However, a full deputy to such a position would normally not be 

graded below as-IS." General Officer positions are considered to exceed grade GS-15. As this position serves as a full 

deputy to the Director, the subject position is classified one grade lower than the BG position to which it reports, making the 

position appropriately classified as a GS-15. 


Final Classification: Supervisory Transportation Specialist, GS-2101-15 


AFPC Free Flow Format 
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PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION: 

The primary purpose of this position is: To coordinate the identification, validation and resolution of critical Defense 
Transportation System (DTS) and distribution capabilities. This position ensures that identified capabilities for both current 
and future warfighterlDTS customer support are consistently documented in both command products (strategic plan, briefs, 
point papers, Congressional testimony, etc.) and are appropriately identified for Department of Defense (DOD) senior 
leadership consideration and incorporation into other related DOD initiatives. In addition, this position supports 
management of future technology explorations and investments. Position orchestrates the command's interface with various 
Joint Staff-led Functional Capability Boards to ensure the successful integration of command initiatives/concerns within the 
Joint Capabilities Integration and Development (JCIDS) and Joint Requirements Oversight Council (JROC) processes. 

The organizational location of this position is: U.S. Transportation Command; Strategy, Plans, Policy, and Programs 
Directorate; Programs and Analysis Division; Analysis, Simulation and Technology Branch; Scott AFB IL. 

ORGANIZATIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of this position are: To identify and validate transportation and distribution
related capabilities; ensure identified capabilities are clearly reflected in the USTRANSCOM Strategic Plan, Joint Strategic 
Planning System (JSPS) documents, and critical Department budgeting documents while marshalling financial support 
through associated DOD processes. 

DUTY 1: Critical 

Serves as an authority on the identification, documentation and prioritization of capability issues impacting the 
Defense Transportation System with responsibility for formalizing requirements in a format that informs senior 
DOD leadership' and Services to properly influence the Planning, Programming, Budgeting, and Execution (PPBE) 
and Acquisition processes. The incumbent is the focal point for converting strategic mobility capabilities, long-range 
programs, requirements, and priorities into an Integrated Priority List (IPL) submission that serves to inform DOD senior 
leadership and the Secretary of Defense's (SecDers) Strategic Planning Guidance (SPG). Analyzes current fiscal year 
budget and the programming of the Future Years Development Program (FYDP) issues to ensure needs addressed in the 
IPL are being addressed within appropriate Program Objective Memorandum (POM). Conducts review process within 
command and components and performs comparative analysis/assessment of IPL requirements. Interfaces with other 
Combatant Commands in garnering support for inclusion of co~and priorities within their IPL input to SeeDer. Also 
responsible for orchestrating the directorate's annual budget submission. Responsible for establishing and coordinating 
USTRANSCOM IPL position by developing a variety of correspondence and other documentation; i.e., formal letters, 
position papers, reports, staff studies, staff summary packages, briefmgs, charts, bullet background papers, etc., and 
providing executive management support. 

STANDARDS: 

A. Effectively orchestrates and regularly coordinates USTRANSCOM efforts, not only within the command and assigned 
components but also within DOD, to ensure development and appropriate, timely documentation of capability requirements. 

B. Routinely liaises with the Joint Staff, Services, Defense Agencies, Combatant Commands, and Transportation 
Component Commands to gamer support andlor understanding regarding current and future transportation and distribution 
capabilities. 

C. Routinely provides insightful and timely programmatic advice to the commander for inclusion in a variety of critical 
planning documents, conferences, reports, and studies. Routinely prepares and presents comprehensive oral presentations in 
assigned areas. 
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D. Typically ensures thorough and timely coordination of proposed courses of actions with all offices or activities having 
an interest in the area of assignment. 

KSA: 1,2,3,4,5,6,7 

DUTY 2: Critical 

Serves as the command's representative on the Force Application and Protection Functional Capabilities Boards 
(FCBs) and their associated working groups. Orchestrates command involvement in aforementioned processes to 
ensure organizational interests are appropriately vetted through these forums. The employee promotes interchange of 
information on capabilities and deficiencies in assigned area of specialization. Within the command, serves as the focal 
point for the development and coordination of joint capabilities within assigned FCB areas. Appraises joint warfighting 
capability areas and analyzes critical deficiencies and strengths. Analyzes problems created by the incompatibility of future 
programs and recommends corrective action/opportunities to improve joint warfighting capabilities. Analyzes current fiscal 
year budget and the programming of the Future Years Development Program (FYDP) issues to ensure command interests 
are being addressed by the assigned FCBs and monitors their resolution within established DOD processes. Programs 
involve such activities as validating key capabilities and challenging programming resolutions that do not support command 
identified needs. Prepares documentation and delivers oral presentations such as briefings, training sessions, consultations, 
and strategy sessions with other staff service functions and activities to secure cooperation, resolve controversial matters, 
and convey information relative to proposed changes in FCB programs. Responsible for establishing and coordinating 
USTRANSCOM position and policy by developing a variety of correspondence and other documentation; i.e., formal 
letters, position papers, reports, staff studies, staff summary packages, briefings, charts, bullet background papers, etc., and 
providing executive management support. Provides input· and advice to employees within the USTRANSCOM 
headquarters staff, the transportation component commands, and counterpart officials within other Combatant Commands, 
the Services, the Joint Staff, FCB representatives, and other government agencies on a variety of critical planning 
documents, at conferences, strategy sessions, etc., which affect FCB issues. 

STANDARDS: 

A. Routinely establishes and updates, in accordance with the FCB cycles, inputs to critical documents that address multi
year requirements for programmatic resolution. 

B. Documentation of planning and program development is consistently accurate, timely, and produces well thought out 
and developed proposals and conclusions, in most cases. 

C. Often provides complex support services as they pertain to FCB assigned programs or projects. 

D. Regularly coordinates actions with all organizations having input or being affected by proposed plans and programs. 

KSA: 1,2,3,4,5,6,7 

DUTY 3: Critical 

As member of the Science and Technology (S&T) team, (1) serves as the focal point for the maintenance of a Memorandum 
of Understanding (MOU) with the Defense Logistics Agency (DLA) for the management of the USTRANSCOM's research 
and development (R&D) effort within DLA's Program Objective Memorandum (POM), (2) assists in refining internal 
processes addressing the development and funding of technology research initiatives to enhance the performance and 
capabilities of the Defense Transportation and Distribution Systems, (3) serves as the focal point for the congressionally 
mandated Military Critical Technologies List (MCTL) Information Systems (IS) Working Group, (4) produces division
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managed future technology contract packages to ensure funding of Commander-approved initiatives and (5) assists in the 
solicitation of S&T proposals and project selection process leading to the development of annual and long-range technology 
plans. Provides input and advice to employees within the USTRANSCOM headquarters staff and the transportation 
component commands on research and development objectives/pursuits. Prepares documentation and delivers oral 
presentations, such as briefings, training sessions, consultations, and strategy sessions with other staff service functions and 
activities, to secure cooperation, resolve controversial matters, and convey information relative to proposed changes in the 
research and development program. 

STANDARDS: 

A. Effectively liaison not only within headquarter's staff and assigned components but also with the Joint Staff, Services, 
DLA, IDA and industry to assess/address current and future transportation research requirements and garner support for 
materiel enhancements to DTS transportation-related issues. 

B. Orchestrates the management of staff efforts to ensure development and implementation of programmatic solutions to 
identified requirements. 

C. Routinely crafts, coordinates, and submits with prescribed timeliness point papers, executive summaries, etc., and 
develops and presents formal briefings. Composes papers and articles for conferences, meeting, etc., which area concise, 
accurate and target audience specific. 

D. Routinely provides insightful and timely programmatic advice for inclusion in a variety of critical planning documents, 
conferences, reports, etc. Routinely prepares and presents comprehensive oral presentations in assigned areas. 

E. Provides appropriate data to key officials. at all levels of management to help achieve the most effective research and 
development program. 

KSA: 1,2,3,4,5,6,7,8 

DUTY 4: Critical 

Serves as the focal point for the development and documentation of materiel needs within DOD's capabilities 
generation process. The employee promotes interchange of information on requirements, capabilities, deficiencies, and 
technology applications in the area of specialization. Within the command, serves as the focal point for the development 
and coordination of joint capabilities integration and development program. Orchestrates the command's participation in 
the Department's capabilities generation process. In this capacity, the employee screens all DOD generated requirements 
documents received via the Knowledge ManagementlDecision Support (KM/DS) systems for applicability, seeks applicable 
staff review of these documents, and consolidates inputs, resolving differences, prior to submitting command responses. 
Additionally, the incumbent provides advice/assistance in the preparation of associated documentation for command
sponsored programs within the KMlDS system. Ensures assessment of non-materiel solutions to proposed materiel 
requirements prior to submission of proposal. Provides command requirements interface with Joint Staff, Services, Defense 
Agencies, and Combatant Commands. 

STANDARDS: 

A. Routinely accesses and identifies DOD's requirements generation system for taskings. 

B. Reviews all requirements documents, staffs those of interest with applicable command and/or component staffs, 
consolidates and submits responses (resolving any differences). 
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C. Serves as conduit for submission of command generated requirements documents, providing advice/assistance to the 
staff in the preparation of these documents ensuring quality assurance in format and content. 

KSA: 1,2,4,5,6 

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): 

1. Knowledge of a wide range of qualitative and/or quantitative methods for the assessment and improvement of joint and 
multi-unified command level plans and programs for conducting major procurement reviews such as assessment of military 
requirements for defense acquisition programs. 

2. Expert knowledge of organizational missions, objectives, procedures and regulatory framework within which DOD, 
other federal agencies and industry operate. 

3. Knowledge of Joint Strategic Planning System (JSPS) and command program goals and objectives, the sequence and 
timing of key operational events and milestones, and methods of evaluating the effectiveness of planning actions related to 
actual events. 

4. Ability to establish and maintain effective working relationships not only with subordinate/parallel staff, but also with all 
levels of key management officials, the latter particularly requiring the exercise of tact, ingenuity and resourcefulness. 

5. Ability to plan, organize, direct and/or coordinate difficult and complex studies, projects and programs and to negotiate 
effectively with management to accept and implement recommendations, where proposals involve substantial resources, and 
require extensive changes in established concepts and procedures. 

6. Ability to communicate effectively both orally and in writing; negotiate complex issues; and maintain good working 
relationships. 

7. Demonstrated broad level of DTS expertise and ability to apply a high level of sound, independent judgment in the 
solution of problems impacting assigned areas of responsibility. 

8. Provide expert technical advice, guidance and recommendations to management and other technical specialists on the 
interrelationships of multiple technology disciplines and the application of emerging technologies to command business 
processes. 

CLASSIFICATION CRITERIA: 

Factor 1. Knowledge Required By The Position Level 1-7 1250 Points 

Knoweldge to develop and coordinate the command's interface/interaction with the JCIDS generation process to include the 
production and staffing of Mission Area Initial Capabilities Document (ICD); Capabilities Development Document (COD); 
Capabilities Production Document (CPO); and the Doctrine, Organization, Graning, materiel, Leadership, ·Personnel, and 
Facilities (DOTMLPF) Change Recommendation (OCR) packages. 

Knowledge of and skill in applying analytical and evaluative methods and techniques to issues or studies concerning 
command plans and programs for participating in or conducting major procurement reviews such as assessment of military 
requirements for defense acquisition programs. 
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Knowledge and skill in order to plan, coordinate, and implement the Functional Capabilities Board (FCB)loint Capability 
Board (ICB) processes, challenging and validating key capabilities; developing and coordinating the command's position on 
issues being addressed by the Force Application and Protection FCBlCB organizations. 

Ability to advise on the Integrated Priority List (IPL) capability requirements and their prioritization; programmatic advice; 
and, conformance of Service Program Objective Memorandums (POMs) to command established priorities/needs. 

Knowledge of military command structure, missions, programs, and organizational relationships and program goals and 
objectives, the sequence and timing of key operational and programming events and milestones, and methods for evaluating 
the effectiveness ofactions as related to actual events. 

Knowledge of the various command organizations involved in overall planning and execution of FCB/JWCA operations and 
evaluations. 

Ability to plan and manage large difficult projects involving many participants, where technical unknowns prevail and high 
levels of resources are involved, and to coordinate and review complex technical work. 

Familiarity with the principles, policies and regulations of the budget, materiel acquisition, and contracting processes, 
associated documentation, and their interrelationships in order to plan and direct technology development. 

Ability to independently plan, organize, and develop comprehensive studies, or projects, develop solutions to broad, 
important, and severe command operational and contingency areas, and the ability to negotiate effectively with management 
to accept and implement recommendations, where the proposals involved substantial resources, and require extensive 
changes in established concepts and procedures. 

Ability to communicate effectively, both orally and in writing, with all levels of personnel from Transportation Component 
Commands, combatant commands, industry, and others to resolve problems, provides direction, participate in meetings, 
andlor prepare briefs. Must have a high degree of ingenuity, initiative, resourcefulness, judgment, diplomacy, and tact while 
acting on complex issues with outside agencies. 

Factor 2, Supervisory Controls Level 2-4 450 Points 

Performs work for the supervisor who provides administrative direction, in regards to assignments in terms of broad defined 
missions or functions. The employee, having developed expertise in the assignment, independently plans, designs and 
carries out all aspects of the. program, projects, study, or work, estimating costs and funding, coordinating with others and 
resolving problems incurred. This frequently involves the defmitive interpretation of regulations, and developing new 
command direction/priorities within the IPL, FCB, JCIDS and future technology program areas. The employee defmes 
program objectives and direction and has the authority to plan, schedule and pursue major initiatives, expand their scope, 
and assign primary office of responsibility, to enhance program effectiveness. The employee informs the supervisor about 
the progress, potentially controversial matters, or far-reaching implications. Results of work performed are considered 
technically authoritative and normally accepted without significant change. Staff and line management officials whose 
programs would be affected by implementation of the recommendations normally review analysis, evaluations, and 
recommendations developed by or under the auspice of this position outside the employee's immediate office to ensure 
fulfillment of program objectives andlor the contribution of proposed technological solutions to the improvement of the 
transportation and distribution systems. 

Factor 3, Guidelines Level 3-4 450 Points 

Guidelines include Public Law, rulings of regulatory agencies, DOD instructions, joint directives and publications, multi
service and service regulations, and command regulations and guidelines. Guidelines are often broadly stated in 
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nonspecifics and provide a general outline of the program goals and objectives, but they do not detail the methods used to 
perform or complete work assignments. The employee uses judgment and ingenuity in interpreting the intent of guides and 
revising existing policy/formulating new policy and/or developing work applications for use by others. Frequently the 
employee is recognized as a technical authority in the development and interpretation of guidelines. Using knowledge and 
expertise, the incumbent must also review, analyze and ascertain policy shortfalls and propose/effect changes and develop 
guidelines to affect program change and enhance performance. 

Factor 4, Complexity Level 4-5 325 Points 

The purpose of the work is threefold: (1) orchestrate the development of a prioritized list of command capability needs that 
serve as the Commander's input to DOD senior management regarding critical warfighting needs, (2) ensure command 
interests are being pursued through assigned FCB processes and (3) translate future technology research solutions into 
enhanced DTS operations. The work consists of substantial analysis of IPL, FCB, JCIDS and S&T policies, procedures and 
operations. The employee must consider the numerous interrelationships and variables to develop new approaches to 
improve the effectiveness and efficiency of joint warfighting capabilities. Develops guidance and agreements addressing 
administration and management issues related to the exploration/exploitation and infusion of technology enhancements into 
the nation's transportation and distribution systems. Requires thorough knowledge of the department's capabilities-based 
processes and science and technology programs, combined with a network of contacts within OSD, the Joint Staff, the 
Defense Logistics Agency, and various DOD elements of the S&T community. The employee advises FCB panel members 
on USTRANSCOM requirements. Typical assignments involve such activities as developing, planning, coordinating, and 
implementing the FCB process, challenging and validating key requirements, as well as developing and coordinating the 
command's support for the Department's JCIDS process. Actions are complicated by the difficulty in determining the scope 
of problem/shortfall because of such factors as multiple authorities, policies and governing regulations; the impact of cost 
on programmed resources; and wide qispersion/diversity of associated organizations and activities. 

Factor 5, Scope and Effect Level 5-4 225 Points 

The purpose of the work is to assess the productivity, effectiveness, and efficiency of the IPL, FCB, JCIDS and future 
technology programs; isolating and defining unknown conditions; and analyzing and resolving critical problems. The work 
involves identifying capabilities and developing resolutions that enhance the DTS and affect the accomplishment of joint 
warfighting capabilities. The work contributes to the improvement of productivity, effectiveness, and efficiency of the DTS 
and affects the plans, goals, and effectiveness of USTRANS COM's intercommand cooperation in peace and war. 

Factor 6 & 7, Personal Contacts Leve1617-3c 180 Points 

Contacts are with employees within the USTRANSCOM Headquarters staff; counterpart officials in the Department of 
Defense, FCB representatives at Joint Staff; the staff of other unified commands; transportation component commands (Air 
Force, Army, and Navy) staff; other command staff offices; DLA; ONR; other non-DOD government agencies; industry; 
and contractors in moderately unstructured settings. Contacts are made with officials or organizational representatives 
several levels above the incumbent when presenting plans, programs briefings, discussions, technology proposals, etc. 

The purpose of contacts is to analyze, develop, and evaluate detailed plans, goals, and objectives for long-range 
implementation of needs addressed through the IPL, FCB, JCIDS and future technology research and development 
processes. This requires the employee to gamer support and/or resolve conflicts by influencing managers and other officials 
to accept and implement findings, proposals, or solutions. The employee may encounter resistance due to such issues as 
organizational conflict, competing objectives, or resource problems. 

Factor 8, Physical Demands Level 8-1 5 Points 

The work is primarily sedentary, such as sitting comfortably. There may be some walking, standing, bending, and carrying 
of light items. 
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Factor 9, Work Environment Level 9-1 5 Points ' 

The work is performed in a properly heated and ventilated, air conditioned, and well-lighted office setting. 

Other significant facts pertaining to this position are: 

1. May travel by military or commercial air to conferences, meetings, or other functions away from the duty site. 

2. FCB/JWCA expertise is critical to the successful completion of the work. 

3. Expertise in developing budgets, strong familiarization with acquisition process, and ftml understanding of 
the JSPS system is critical to the successful completion of work. 

4. Broad understanding of the DTS, the deployment and sustainment processes, and the role of industry is 
critical to successful completion of the work. 

CLASSIFICATION SUMMARY: CLASSIFICATION STANDARD(S) USED: U.S. OPM Position Classification 
Standard for Management and Program Analysis Series, GS-343, TS-98, August 1990; and U.S. OPM Administrative 
Analysis Grade Evaluation Guide, TS-98, August 1990. OPM Handbook of Occupational groups and series, Sep 93, 
Definitions for Transportation Specialist Series, GS-21 0 I. OPM PCS, Traffic Management Series, GS-2130, TS-I 06, Jul 
91. OPM PCS Logistics Management Series, GS-0346. Point values assigned as follows: FL 1-7/1250 points; FL 2-4/450 
points; FL 3-4/450 points; FL 4-5/325 points; FL 5-41225 points; FL 617-3c/180 points; FL 8-1/5 points; FL 9-115 points. 

GS-12 Point Range: 2755 - 3150 

Total Points: 2890 

Grade: GS- 12 

CLASSIFICATION REMARKS: 

8 



• 


• 


• 




',,< .... 

~')\~ ').' _[1:2 (l\(~~o~· 
DATE 

clas' 

CLASSIFIER'S SIGNATURE 

... 


.' . 
uRGANIZATION: T('J()·J1v( SCPD i"UMBER: 9S9S154 

FLSA: Exempt - • 
flRL'G TEST: :"'0 CAREER FIELD lD: N:'A 
SE:"SITl V IT\': i'ollcl'im;a I,S(!IIS11ivl.: CE:-:TRALLY MA1\'AGED TYPE: 
E:\ItERGEi'C'l ESS: ""0 BUS: SSSR 
KEY PO$ITIO\!: Ko POSITION HIST: 1\'ew 

CLASSIFICATION: Supervisory Program Analyst, GH.tB4J.14. '1 C. =3 ~ 3 '0 ."" ~ IO"i-cl{ 
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Numher: 98 

PURPOSE OF POSITIO~ A1'I) ORGAllilZ<f\TIONAL LOc/\TI01\: 

The primary I)urposc 01' Ihis positioll is: To !>~rvc lIS II first level supervisor. pmviding pi:tllning. dirccting. 
org'lIlil.il1g. and <,xerclsmg control OWl tl'.~llsuper\'i!>ory t"mployces ibslgm:d It> !he IT Poltcy 8.: lnv<::'5!mc1l1 
~'I:m:lgement Br:mch. 

The org;mizatiollullocalitHI of Ihis posithll1 is: USfRANSCOi\'L Command, Control, Communications <llld 
Computer syst<:nL<; DirectOr.Hc, Depmy Dlrcctm flf DiSlribminn Portfolio i\1:magcmenl. IT Policy &. Disl1'ibulioll 
Portfulio M:magcmcnt (DPt;"lj Dh'15iol1. IT Polky & 't,1\'t'slmenl ~11ln~genlt"1I1 Branch. SWH AFB, IL. 

ORGANIZATIONAL GOALS OR OIUECTlVF;S: . 

The ()rganizalional goals or objectives of this position nfC': to s~rvc as II iirst level supefvi:;ClT over employees of the IT 
Policy 8; Distrihution PortflJlio ;vlanngcmel1l (DPfM) f)i\·lsion. 

DUTY I: Criticul 

Plans. orgmllzcs. ami din~c!$ the m:l!\,ilks ,)f thL' IT P<"Jh:y & Ill\'l:snncm i\bnag{'nWlll Ut:H1ch, l:u:>1I1mg thallht, 
hranch complies wilh legal and regulatory requin:lI1ents alld mc..:t;; CUS[(ll1lcr lIe(,'d~. Develops ~o:.tls and \.b.;\:(:tivc$ 
that illlcgralc IT policy nnd investment m:lllagr.:ment nbjecti\·cs. Plans and schedules work in a m3tU\~1' thal prolll()lcS 

a Sn1("'Olh How and evcn distribution. Coordmalcs plans and Sdlt'dul<:s with other organization m:.m::JgcTS :lnd 
(:UStQrllCI'S as :lpplOprHlH:. Idemiiics nn:d for changgs ill prioritit"s and Inkr:;; ;!clinn ((1 imph:lm:nt slich changes. 
Plans w()rk II) be m:complishl.:d by sllbon.ltll3b.:li, sci;.: mul adJ usts short-term prinriLil's, and prepares schedules, 
Assigns work 10 suhordinatc empln}·ees b:ls.:d on org::miz'Hit:m priorities and cOllsicl(:rUl.ion of difficulty llnd 
reqUirements of asslglUlll:lHs such thut ule eXpl:riellce. training, attcl abilities of staff arc effectively utilized to meet 
organization and clISLomer nc~ds. Balmu::('~ wnrklo;lcl ::md prnvi<ics advic(~, !!.lIidancc, and direction on;) wide mngc 
(If{functional arC,l! and administrative issues. Structures :!ssignmcnts to create cfteetj\'c and c{:(lllornical positions, 
CQl.lrdimltcs with other org<lnizalioH nlan:lgers (Ind Cl!s\;,lmer:; as 'Ippruprinh:. Revlt-ws orgunizalion mission, 
functions, and manning. Identifies n::quirefl!l"IlL' and initiall:"~ requests for additional resource's indll(iing personlleL 
overtime, equipment, supplies, and space to ensure success in meeting goals :'lnd objectives. f'I'ovid6 advi<:c 1(. 

supervisor of siglliric~HIt issues atld probkllLS l't.'lutt'd 10 work a;"l'ol'llplishmeIlL E:;lablishcs mel ric:; and analysis 
systems 10 ensure actions nrc timely and reviewed at critical points, Accepts, alll~~llds. 01 rejects work prescilled by 
suoordinSle.s. Perfonns self-inspection sud presel\ls deUlikd and tompr~bt'llSivc repon with any c()rreCli\',~ action 
lakc.n 10 supervisor. FollowS-Up (() ensure complete and quuli.ly I'~SQ1Ulioll of disC'fcpancics, Asscsst'S llnd revises 
policies and pnx:edure!> as needed h) lind ways 10 improve quality. limdiness, une! efficiency or wnrk. 

STM":Il;\Hns: 

A. Plannillg. urganizing. and directing diems typically comply wilh higlwr headquani'.'rs gUldanct· and achieve 
,)rganizMion 11I1d cust(>mer needs. 

(' ,\Ie!llods eSlabll$hed to review actlO!lS are lIsually dT,:cliv{"and tns;un: \togal :llld regulatory compliance jS~;Ul:S 
lind/or cllstl\m~r conc:em5 arc promptly i<krHifl~d and uddresst·d. 

"SA: 1.2.3,4 

DUTY 2: Cridcal 
I 
\,. Exe.rcise's supervisory peJ'sonnel n1.1nagement responsibilities. Advises and provides COUlisei iO emplQyees ret<H'ding 

policies, procedures. und direclives Ofmall:lgcmcnl, Selecls tIl'.recommends selecti<:lH of c;mdjdLiII:.$ liJ!' vacancies. 
PI'UIUQllOnS, details, and rC<lssigmnems in cousi(lerarioll of skltls and {jllilJilications. mission requirements. and EEO 

DATE: 5110100 2 
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STA>IDAR n COR F PF.RSO~lNEJ, DOC!J.\·1El':T 

Jnd diversity ohJc>:lh'c;;. f){!vclops, Ilmdifles. and/or imerprets performance standards. Expbins performanc..: 
c.xpcctmiuJl), IU i:llIplo)t·cs <lnd pwvH.iI:S rCl'uluf fCl'dbad; on strengths and weakllcssi:s, llolds ellIpill)'Ce"S 
respomnhk for snnslaclOry completion of work :lssignmcnI!t Appraises subordinate workers pcrfilnW:JI1Cc ensunng 
l'Ollslsh:ncy ilnd eqUity in ruting techniques, Recommcnus nwards wlu:n appropriate and approves wllllln-grmk 
Illt·reases. !lears and resolves employee compklims .md n::fers serious unresolved complnil1ls w higher Jevd 
nl!lnugclllCIll. Imliates aCU()ll W Cl'l'l'CCl perfummnn: Df conduct pl'llblcms. l::f'fcets minor disciplinary measures such 
3S wamings and reprimands and recommends action in more serious disciplinary maners. Pl'epar('s d()cllmem:lliol~ to 

SlIPPOI1 anions !liken. ldentifii.'~ {-mploy('e dcvelopmC'llIal needs and proVlues or arrange!> for t[<lining (lonnal and 
on-the-job) 10 mnintllin :md impfQ\"C job pcrfbmmnce. Encourages self.development, ;\pprnn;s master leave 
schedule assuring adequate coverage for peak workloads and tradition;)l h"lidflY \·(lemiOnlim..:. [)emonsrratt'S . 
sC'llsitivity 10 jeka, of ~ub()J'diIlHtcs, PrOrnoll"S all t'llVirollllltl1l in which <:mpl(!),{'c:> an: cmpowl'rcd to participate in 
nod contribute It) effective mis:>ioll accomplishmeni, r>iscl1;lrgcs security responsibi1ities by cll:ml'ing i:dm:ation and 
compllllnn.· with s~·(.'urily direClIvt:s fol' "mployees \\ilh access to classified Or scnslliv(.' materiaL Recognizes and 
ta\.;cs action to correct SlfllatiollS ,,()sing a Ilm:UI III tht: health or safety of Silbordinmt:s. Applies EEO pl'iliciples amI 
n:qllirtn!ell\~ to nil pen;'JI1llcl m:lIll1gemcl1r (lclinn; alld dl'l'isi,)lls, and ensures ull pers()}lllel nrc trealed in a tn;.lllno;;[ 
n'CL' of cliscrimil1:Jtion, Pc:rir)dic<llly reviclVs position description); 10 cll';;\II'e :lCCllracy, and th(~ nwst ene,li\'(: 
llllliz:llioll ('If pel·sonll.::! !.:>;OUH:t:<.;. E.\pJrnlls das;;ilicalicm delei'min:Hions to subordinatC' employees, 

STANI)AIU)S: 

A. Personnel rnanagemt'nl imtia[t~d nrc Iypically prompt, (Jr.:CUntll\ and \w.:U t:l\ll~idl'l't'd in term;; nf mission, le?,ai. 
regulatory. and EEO objcclivcs. 

B. Consistently ohserves and complies with health. saic!y. and security directives. 

C Ordinnrily I'crugnb:cs and arranges iilr Iraining of sunordinales in a timely manner. 

J<SA: I. 2, 3. 4 

nl ""'oj" J: 

Rl'prl'~cnts lht' IT 1'<.,11,·), & hm:!>lm~'IH i\huagcmmt Brallch with a vanety of llSTR/\.:-..1SCO.\"1 lH3rlagcrs :.Ind 
D;:fcnsc I()gi$tic~ cmnmuHilY coullterpans. Establishes. develops. :md !11:!im:lins effective wo:-kin.;.; rdaw.ms!llp$ wHh 
n:pre-sentalives of USTRA~SCO.\1. Office of Se(,fe[afY (If Def't'llst' (LOgistiCS), Joint Stafr. C'llmba!Ullc C0I1U1111ntls. 

Service!', cOl1lp(lm~11I c!)mmnncis and c0n1lllcrci;J1 industry partners. Meets with key customer and ('oordinating 
officials 1(1 assess C\lSl(IIncr sacisfaclion, explain ol'gamzarion pc,licy flild prllccdun:s, find resolve pmhlem) [hUI orise. 
Provides or ensures that ~\1bordinatcs provide cllstomer guidance and training, Participates in spec:in I pmjecis alld 
inniati\'es and perfol'n1S speciol assigmllcms. Idcmifies rhe need jar special projects and initiates milt=slOnt·£ alld 
goals. Evalu!ites reports by amily-z.mg fac!;s and p1:rforming appropriate research and prcp:m's cklailed responses, 
Determines appropnate rCI.'OmmCndllliolls for unresoh'ed (,r qUl.:;;tinnablc problems and performs 1"()l1uw-up, 
Rescnrches and (h."t('rmllles or recomlll\."nds approprime actions or inICl'pl'{,HltIOIl of ISSues thai impact ()rgaIHZ<lI!(m, 
lIl:>taH.l[ioH, clllllm:lIld, 4.11' agency. 

STAl" I>ARUS: 

A. Imcr;lctinns wilh imcrnal and external oflicials and/or CUSWIilCrS fire usually {lipIOIWlIIC , cUltyiot:mg, proic$:mmal, 
and promote cflh:lI,'t" w"l'kmg rd;Jtit)IlShlp~. 

B. Rt'commen<i:1li(ms Cfe almo<;1 always thoroughly reseal'ched and analyzed III ensure- .tll iS~Ut'" ,Ire proper!; 

llddrcss\.'d . 


. c:. TypIcally t:I1SlIrt·S partlClpallOIl and tllllCOIlli:S of spct:1U1 projccts n:.ul! III positive impa-=t em the orgrmi7.:llinn 
ancLor improves quulity. 
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J)I~TY 4: Critical 
Serves as e;,perl IT illvCslment analyst. re~l:'ardu:s alld ,lI1alyz('s .loin! S!atl~ Oflice of Sl:'cfl:'lary of Dctt:l1sl:'. 
Transportation Component Commands, Combatant Commands. Services and Agencies policies and Ilw(,'stmcllt 
OlJnJgemcnr smHcgjCl' in irlcnllty opportunittcs for improving the m:magemcnl ()n;STRA~SCO~l anti /Jelens!; 
Dlstributwn systems. ]Vlunuges and O\'ersees the USTRANSCO:"I CIO Progmm Re\'it~w Process. Modifies 
regulatory guidance to support improvements in processes ;llld procedures. Eyulllales IlI:'W strategies for Wil:' by the 
DOD cOlllllllmily, Kesolvcs \·ery complex andior £ellsitive IT policy and investment managemelll probl.::ms and 
implemcml'ltioll of new developments and/or innovative approaches. 

STA;,,\DAIWS: 

A, Rcglllal'ly I'l:'searchts and analyzes IT policy, public law. niles and other regulal0ry docIIments. for purpose of 
establishing new Illlproved DOD policy ami prtK'cdurt'$, E[]~lIre5 the DOD rl:'glilalory guidam:e is modified In 
SlIPpOr! impro\'~'m::lll$ in processes llnd proL'cdun:s. 

13. Frt'quE'mly perfonm. rt;:;earch ani! "IlI{lies Ihilt arc incorpOT:Jkd into program din:cl!\,('s lhal identify areas of 
improvements or CO\'CI' IlC\\" and 1Il110\,31IW apprOadtc5. {(·\:llllDlogles. and Il)rlhods for .... qlll:lling ill:: en~"CIJ\'el1c!>s 
of lII'lIIaging I"J policy and itl\'csrmCIH managcnlcm programs and scn'lces. 

C. ;\Ionnally pnwldcs n.jl'ice on (' IfectiYl:'ly csl~hlislHl1g and llluintailli.ng IT pol icy amilllvcstl11elll nl:lJlagclllcl1t 
,!1\'1Wlllllcllt 10 "lIcl~es.~fully support {:otr!m:llld missiolls linda rGriil deployment c{)ndili0llS during PC3c<:limc nn<1 
wartime. 

KSA: I. 1, 3, ·1 

------------------------------------------------------------.~.--~. 

1)I;TV 5: % Critical 

Reprt'SCIlIS liSTRAKSCO\l (\llinl1:.ragclIl'.y hoar~ls alld cOllunil1ecs to {'mnulate :tnd coordinate IT illvestllle"nl 
strategies. IralJsi.iol1 plans and implenu:ntation plan~. Develops criteria and lI11:[hods. r\';Jlllate.;; program 
,lccol1lplishrnenlB and trends, and recommends changes ill dcvc]opmcl11 of IT policy nnd ilH'estll1cnI managct1"lcllI 
bral1ch structures. \Vork~. 111 COllcert With Distnbutiun P(~ftflllj(l rvLmagl:J' and mlcra<:ts dirccrly With Office of 
Sen-clary uf J)CfCIlSl' InVI;;Slll1ent RC\'icw Board to u(compli,h rl:'qllired ccrtilicutinllS and rCSIl(lll(ll\) ill\''':$11111;;111 
din:cli,·(.·s as rcq!lued, 

STAj\;l)ARDS: 

/\, Normally rcprCsenl$ USTH,\NSCOM on illlcmgcncy board, :lIlc! committees to C(ll"ntul:ile and roordlll3tc [T 
iuvestHlt:l1t strutl:gics alld transitio1l plans. 

l3. Consistt'l1lly and at"ctll1l1eiy t't'Sponds 10 Office of St'crc\ary of Deft'llsc InVeSHl1C)\1 Review Board requesls. 

C. fypitally t'!lSUI'{'S l.lSTRt\;-.JSCOivl [m'c5tmenl Rl~view Bo;ml memher, and Distribution Ponic)ljo ~lana:;cr afe 
advisl:d and pn:parrd li)r inveSHrJ(·t11 n::vicw llK"ctlllg:>. 

KSA: I. 5. U 

-----~-.------------ ------- -. 

RECRL'IT.\lE:\T K:\OWLEI)(a~S, SKILLS. A:\I) ABILITiES (KSA): 

I. Kllowkdge o1't])(, IT illVt;'StTl1Clll prillclplc:s, polici('s. and practiccs of Ihe slIhSlanlivl' mllurl:' oflhc commalld 
mission, ti1l1C'liPIlS, programs alld activITies; poljcl(~S, g(Jals and ubjectiv(,s, rnal)agcllltll1 principles ;Hid processes, 

2. Knowledge ofsali:!y and security rcgulnliolls. pr;lclices. and procedures . 

.1. ,\bility tl) plan, organize, and direct the fUllctiofl!i and staff of a srnaU to mediull1 sized organization~ 

4, Ability 10 communicate d'ft,t(jveJy. both orally and ill \\riting. 
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5, Knowledge of a wide mnse ofqllnlil:ltivi,' ;J11(!!OI' qWlIllir:ui\'t' IT ill\'",slllll:~m melhods for the asst'ssmcm and 
illlpr(l\'t.'m~nl of.loin I IT tram,ilion plans. progmms and strategic iniliullq:S. 

6, Ability 10 pl1l1l, Ng:wize. alld kad (lthers if! studies or projects and to negOli<llc eOcl:tlveiy wilh management III 
llccf.'pl and il1lpiem(:lll recolllll1t~ndations. where prnpt)suls involve 5uhsttllllilli re$OllfCl'S, ami require ext('n~ivc 
thonges in eSlllhlishcd concepts and proudures. 

SUI)EIn'ISOHY CONTROLS: 
Works under the genc:r:lI slIpcryision of the {'hict~ IT Policy & Dislribution Pm1fDiio Man;lgcment (DPI:'1) DivisiOll, Tilt· 
employee uukpcnden!ly plans, organize", and dlft~::IS the work of tht' IT Polil"Y & lllVCSll1ll:nl ylanagt'mt'nt Branch to 
Jchic\'(," gO:J1s and llbjecth'Cs and l'mUI'l'Compl1;mCt' With legal and rcgul:uflrY n:qlUrcmcnI5, W(lrk is n~\'ic\\'cd III ICtlltS of 
fI\ er::tll mis..~iol1 SlIppOrt and an:dnmenl of flrgani73tiollal and 1),,:paf'llHf!ll1 gO;lls, 

CL.-\SSJFlCATIOK CRrrt:RIA: 

Factor 1, J>rogram Seolle nnd Erred Lt'vel 1·3 .550 Point>: 
The purpose of Ihe Ol'g::miZ3tiOIl '5 work is lO provide c:omtnlllld andlor DOD advin' 011 all IT policy &: in\'c~i1111cnt 
managemem issues involving Ihe logisllcs lind distribution environmcm, Work will iJI\'olvc global ollllook and 
rcquirc .....orking relations with mllltiple int.:rugellej' mcmbcm: including Joim Srnll. Otlice of the Secretury of 
Defensc, Combunmt Commands. Services and AgenCies, In.depth reviews. data colleclion and stor:Jg~' arc 
dilt'ch.'(L'collducted 10 plOvich,' :I frmnewol'k slIppl.llllng:l Vas! nmge of operallollal andlol' mformation tt'l"hnOitlgy 
analYSIS, illvcsrmC'nl~ lmci prohkm solVing. 

Factor 2, Orl,;lIlliZlIliolllll Sctling 	 Lc ,,/;'12-2 ::50 Point~ 

. 	The employee is tlccounlabl(! ILl the IT Poltcy & Distriblltlon j'onf{)lio ~1aflagC'ment {DPI;vl) DiviSIOn Chicflhalls 
olle J'l'porlll1g lcvel below the first SES ur geJ1\:,1'lI1 ort'ic('r. equiv:Jknt in Ihe direct supervisory Lhain, 

Fnctor 3, Supcrvis(wy and.\1unagcl'iul Authority Ex("'cisc{\ , 	 4jO Poinls 

TIll: itlCHm»elll plans tlml sdl\:dllk:; \\~II k IQ b~: lu':cQmpli"hr.:d by subordillal('S, $,'(, ;lIld adjusl:> shorl-term Pl'lontltS: 
nssigns work in consideration oj' tmp)uyee skills and rnj~sjtln l'l'qulrcmcn!s; dc\'d{)p~ pt'r/l)rmanCe ~1:lIldards und 
('';lIes !>tlbordin:lli.~5· performam:e; adVlf,cs Cnlflloyccs Oil worl.: and administrative maner:;: impicmems methods llnd 
procedures 10 impnwc ()l'ganiz,!li()Il~I pt'rfm'l1l:lllcI:: lind idcmilics and pro\'icil's lor t'mplt)Yl:c II'Hming and 
den:lllplll('lll. 'J he t:tllpl()yee ubo n:.:omrnemls st'ietliOll ofcamhdal{'S for posllitms: l'l'l:ollllllcnds 1'1)';111011 stnlcllli{: 

changes: lake~ disdplillary JCliollS and hears and re~oh'e5 lonnal emplnyee compl;lil1ls and griC\lll\t:t:~ as. delegalt'd 
by 11Iglwl' Ic\'d !1I3nJgclllclll: ,md a~5-eSScS ::llId 1\.'\lSCS p01J~H:S and pruct:dun:s as !H.-l'ckd 1(1 find \\<lJ'" to impnwe 
quality. limelinc£:i, alld crticicll(.:Y nfw()fk. 

Fuetor 4, Personlll eonUI..-ts: 

Subf~l('tor 4A- N:llurc of CO/llu... ts Lcvel 4A.) 75 !'I-,ints 
Provides advice and technical guidance to sellior management officials ttl llSTRANSCO.M and the TCCs, lite 
Unified comnl.l:mds, the Military Services, OSD, the Joint Staff. Defense Agencies, and olher feckrat ;Igcncies as 
required. 

Sullfuclor 4R- Purpfl~c of COlltacts 	 Lcvel4B-3 IOU Point.; 

-.. 	 Tht' purpost: or Ihl'se COlll:Jct~ is to mJluem:e l'xpt'n,; and sL'tlior management (.)ITKillis apprnval Jlld 
impkmcm:l1ir)ll or r<:coll1m..::nds dealing with change:; driven hy the IT I}(llicics unci illvcslmcm fllllll<lgl.:I1lClit 
Ulillativcs 1(, IlHPfQ\'C:' bl1lh tht' diiClt"In:y alld effeCil\t'IICSS,llf lht' 11lgl!it1CS and dbtriblltiol! t'll\·tronmcnt.• t 
Fuclor 5. Uim~'IIIIY of Typical Work Directed 	 1030 Paint;; 
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STANDARD COR. I: PERSO~NI2L DOCU~·lENT Nllmbl~r: 9S 

Thl~ po~illon IS rl'sp(!lI~ibk for pro\'i<ling direction <t.lld supervisioll over work 21 the GS-13 l{!vel whkh bl~SI 
characterizes the nature of Ihe basic, mission oriented, lIon.'>lI!X~rVlsnry work perlimned in the organization illld which 

constitutes 25 percl'm OJ mort' of the workload oCthe org<lI1izaticm. 

Factor 6, Other Comliliuns 1:::25 Points 

The work SUPCJ"\'liit'l1 or ll\TfSCelllllvotvcs prllgralll ;lf1alysis and rompk-x IT spn:ialist work Ihal l'l"quires 
consideration oflhe lUll1lCn:lllS IT policies and investment management strategies alld their ancCl in order. to d\!vtdop 
m:w concepts and approaches for reSl)lUI10II ofp..:rslst(';Il, wickspr(::lCl, or cntlcallogrslr~'s and d,s£rIbu!Jol1 

requir';'lnt:!llts. Tilt: ',vork ill\'0lve5 developing ir1llOV31iVl! ~(,llllinl1S amI implemellting sltpportillg ;mnlysi.s, ~mxedur{'s 
alld 1I1dh(ldologiL'S to cnhance k'gisli.:s and citsrriblltloil s,crvjct's. ExtC'llsive review and e\,alu:JIJ(ll1S of eXlslillg and 

propo,cd pn.leL·~SC$ is Ilec~~sary ami rt'qllirl's stalT rm:mhcr:s 10 interpret hroad glli(h:lincs lIIlll II~;<.' Sl)lmd judgml:nt 
when l'ccollllllendilig aCliOllS. 

Spt~ci<ll Situatiolls: ~ilnc 

Other Significant facts prrt:lining to this position arc: 
I. \\1ork llIay ()cCJsi{lnally reqmre Iran'l a \1.',1 y from Ihe normal duty ~talioll un 11111 ila!"), (Ir (Ollltlll'rCIa I<lircraft. 

CL,\SSI FIC.A.TIOi\' ST:\NOARO(S) USED: US OPM pes CDr CiCIW!"tl Schc'duk Supervisory Guide, '1'$-123. April 
1993. (('vised in Apri1199S: <mel DOD Supplement:.!ry Guide 10 Ihe GSSG, J~lle 1993 (HRCD-7. July 1999). 

OS-14 Point Range: 3605-4050 
TOlal Poims: 3080 
.Grade: GS-14 
CL·\SSI FICATJON IU~[\'lAHKS: 

1\'OT1':.( S) TO l)SEnS: 

---,--:----- - _.__._
AFPC Fre(~ Flow Formal 
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! NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION 

POSITION AND HIRING INFORMATION 

1. POSITION NUMBER 2. POSITION TITLE 3. OCCUPATIONAL CODE 

9S43058 Program Analyst 0343 
4. ORGANIZATIONAL TITLE 5. CAREER 6. PAY 7. PAY B. TARGET 9. OPM FUNCTIONAL 

GROUP SCHEDULE BAND PAY BAND CODe 

I Sonlor Program Execution Advisor Standard YA 03 03 NA 

I 10. DRUG TEST I 11. BUS CODE 12. FAIR LABOR STANDARDS ACT 13.000 SUPERVISORY 
• S8&S·5USC CH STATUS & AF SL 

YES..2t NO • 7112(b)(t) --N _X_ E 5 CFR 551.206 000 SJAF 5 

14. KEYfEMERGENCY 15. MOBILIZATION INDICATOR 16. ENIIIRONMEHTAUHAZARD 17. CERTIFICATION REQUIRED 
ESSENTIAL DIFFERENTIAL - YES _X_ NO 

NA C - Position required in No
mobilization and peacctim\.' 

18. POSITiVe EDUCATION REQUIREMENTS 19. LANGUAGE REQUIRED 20. LANGUAGE IDENTIFIER 
: - YES....!.-NO _YES.-ANO NA 
: 
, 21. FINANCIAL STATEMENTS REQUIRED 122. POSITION SENSITIVITY 123. PAY POOL IDENTIFIER 124. LAUTENBERG/SMITH 

!..LYES_NO 
AMENDMENT 

, Criticul S\!llsith'c , _YES_X_NO , 
25. DUTIES 
Sel'\'es a.<; subj~cl mailer expert program cxcculion advisor 10 the Command. COllIroL CommuniCillions. and Compuler Sysh:ms (C45) 

1 Directorate reponing direct I) to the Deputy Director C4S (J6D) LJSTRANSCO~1. I'ro' ides comprchensh'c anal)sis. technical .
I guidance. and direction to the staff on establishing standards and evaluating program execution. resollTcc/cOst allocation and 
I management. and delivembles for C4 systems for which USTRANSCOM is respon~ible. to include fixed (g.arrison) nnd combat 
I (deployed) assets. space or terrestrial assets. ,\PD or telecommunications assets. and gO\'cmment owned or leased assets for 
" I:Umpli;ml:c, "cvclops long range program e),cl:ulion goals and objectives Ihlll g.overn the execution across the Distribution Portfolio 
I 1\·lanngemcnl (DPI\1) and C4 systems wilh currenl and ongoing transportation. d\.'plo)lnclll. imd in Ir'lOsil visibilit), operatiunal 
, cap;lbililies. 1\la\.;e5 critically important program execution itnalysis decisions that affect long range courses ofaction. The 
I USTRANSCOt\1 program execution improves the delivery or capabilities to uth~'r COCOMs and provides Joint StarT intcgratl:d 

visibility inw program I:x(cution. Formulates e'ieclllion and resource ulloclllion policics to improvc program o\'ersight for all aspects 
: orthc DP!).!. C4 systems, and networks. Seryes as the senior official responsible to the Directorate for program c:<ecution oversight
i and reporting. Analyzes existing distribution programs and initiatives in accurdal1l:'" \\ ith DOD IT purtlolio management process(S 10 
! assisl in decision making. Identities DOD·wide rc:source requirements for thl: optimal mi:< of IT investments necessary 10 achieve I 

goals ror propolsed process changes. Evaluates new initiatives and recommends DPf'M and C4 portfolio projects to achieve de~ired 

I
goals, Monitors initiatives to ensure that the projcCls are on Irack with cost. schedule. perfonnance. and risk baselines. The (lulI:omc of , 
all tllesc druMS IS COl1lmllt'd de\'elopment of fulure infurmlltion technolog>. slarting at requirements generation and cnding at s)slcms I 

I n:plncemcnt \'lonitors Ihe jXlrtrolio Ilmnug.eml.!l11 process ,md acls as the CIO progr:un execution advisor tor the Chiefinforllliltion 
Ol1iccr Program Re\ iew "rocess. Ensures optimal allot.llion lind infonnation technology funds and ensures that potential 

I redundancil.!s. o\'erlaps and gaps in capnbilily an: addrcssed inlhc program bllselinc and bud!jet submissions. f.nsures !hilt the pertin~'111 
analysis and assessments ;m: accomplish~d priur hI !he nom'll. Pomel and Council. ilddrl;."ssing Il;."l.'hnkal issues. viability and suslnillil1!; 
the system. and mission capability. Represents USTRANSCOM at JJrogram execution relaled conferences. symposiums. and \\orking 
~rou s S <lnnifll! olher COCOMs. ComPQncnts. OSD. ;u:ademia. and defense illdustri.:;.al;,.;b:.;",;;;s.:;.c..;:c;.;,.OI:..;n:J..p;.;,.an"'i;.;.,c;;.s.___________...: 

. 26. POSITION'S ORGANIZATIONIUSTCITCJ6 
: 27. POSITION OCCUPIED I28. it. DUTY STATtON (City - County - Siale Or Overseas Locallonl 

i Competitive iScott AFB. Belleville, St Clair County. IL 
b. GEOGRAPHICAL LOCATION CODe

i 177835163 

i29.Core-Competencies 
Air Force Skill Codes: 

Percentago Skill Code 
40% ARL 
35% ARL. 
25% I ARL 

I Shrod 
I PLN 
I PRG 

DTS 

Subshrod Literal Translation 

DO FORM 2918, Jul2006 
Air Force Automated Form· Jul 2006 PO Number: 9543058 



NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION 

·-jo--co~;,p6iT"ENT !NFOf.fMATioN~·-~-···-- ~-........ -.---- 
f\ sf.:'.i,iD,,;~:[) oc':uP/;Tio~jc'bt£:s5cT- -r'Err:Zi.ij7jw·IcL!AR)-t;:)RE;\U I (" /\Jf~I/,r~M,( Rr."SE-RVETECI·H,T1CD~i:i

I DUt\1. STATUS N01'!-OU;,\. STi\TUS ,~. YFS NO 
..-E-ROLE·-----' .~ --T-:;PECIAUTY --r Gscor1fANDlhlPACT -.--. 

LEI\VE 8LM'lK I.I,,/IVE f.l'J.Nf<: I LEAVE BLAtiK 

i 

USl Ri\NSCOM 
32. SKILLS INFor{tiATIO'N~ - .---- 
1 Masterj of knCwlec!ge of IT mvestment pnnClples, policies. and practices necessary for tt1e implementation of 

Ols!nbutlon POfifoliQ programs and methodologlG$ for delivenng IT programs within cost. schedule, performance, and risk 
gUldeilnes Atinty to anatyze e;(isting IT .systems 8t USTRP.,NSCOM and lhl': Transportation Component Commands 
(TCCs) 
2 Mastery knowledge in planning advanced IT systems projects and of leading task forces for resolving critical probiems 

I 10 ei:isllng systems whicfl required innovatrve SOlutions in mar,y aspects of Hte project 

3 Professional 51-,ili and ability to communicate effectively, both orallJ• and 1f1 wfli,ng, complex leci1l1lcal,ssues 8cd 

state:11€H1,$ prepared for senior military. governrnl~nt. and ci,'ilian oHlclals. Ability to give bnl?flr;~ls. chair meeiings. and 

prepare (('ports 

.:l KnOWledge of a Wide range of loqistics management operati8ns Ii1 supply and transportation practices and technlq'.I0S 

1'1:;ilJClI1g knc-.dedge of military and commercial transporwtion programs siorage. car~lO movement and materiel 

rn(1n3gcrrem. 

S j\ complehenslVe knowledge ot OSO. DOD. JCS. OU\. Se·vlces. USTFPNSCOi,;1 and' Component cornmanej's 

:ror.sportatlon IT program reqUlre~lents. abilltj' to articulate highly cor;ipi>?x an,j cri;ical interagency command and cont:OI. 

lO:;lIstlcs acc;uisitior., ami operational processes TtlE: Dbill!, tCi plan and coordinate large scale interagency IT systems is 

reqUlrej 

6. ;\I)ilil, to apply state-of·the-art resource rnanagcl'nellt and communication technologies in an optimllm Casllion to 

S~lppon tile enllancement of und/or d·:;:veloprnent of (JPO programs. 

7 CornpreMnsive knowledge of Federal .A.cquisilion Heglliations (F.c..R) and laws governmg the administration, reSOlifce 


allocation, and managerneni of comr(3cts. 

._-----..........-._--------_.__.•_.

· 33 c6~iD'TIO:JS OF APPOlfHMENTfOTHER SIGN!FICAN'fFACTS-"~--------
~ ,'a',al b:' (1"11' to!'y 0' comi"nt?:Ci~lt alfcraf~.n a::-:or(Jai1CQ \'f1U1 th!: Jo!nt Trav';l Re-9u,a;''C''11JTR, j1' i.r& pe:i=:r:-nanc.e 0: tcr:«tr.~raf,/ duiy "SStg:--.rrents I:' 
rc,ca,,I!;"ed 
1 The emp;cj':;e Ii':;:;t abU11f"1 nnd mali,t;?iiO a T1-:p Soc(et S!.~c:urit:~' cleZH t1"CC. 

:; \/l./c1; rcqwios :ht1 abdl:'110 t~;'H.:1 eGglC! offlcta!s up to ;)nd l!l:;kl(tl~IU .~ :)tJ!~n>j SES·:) h:;':01 

! .\ Rt)qui;es minI] of hnanOJI disclosure s;3ternents I 

1-34 , OTHER R-EQUIREt.iENTS 'r-e-' "60D RES-Ef~VE6 -... j'e -O-ODR{'?,"t~;WED "---:-'-O'-D(IDF!ESEF!\/EO--- - --'-"n~--;:oiVipONEr'n' vst .__.-: 

;.t. QOD R::S::RV"D I ' I 
:___._ ..____.__.._______ ".' __ "'_ I __-L I . 

35. AUTHORIZED t.IANAGEMENT OFFICIAL 
:. aSIGN1... 'hJRE . ·----,Ic-:-b,-:lO:-:HLl:--·..·-·--~-·--- b DATE (YYYY/h-1Il!DD) 
· /. ~/'}.." Oep\Jty OuectOf, Comrnar,j, Control. 
' .. ~ .• . • _ / I. \, A11. .t.J. Cnrnm\Jllt':iltion!; end C0"1['W\'':1 S.'/stems 2007tO?/12

:-~~~~ukJitj:~; TI~~~p~iv~~~~~~~ (!·fJ.?J._____..______... . --. --_ ......_--..--_..•..·---..-·_·---1 

il SIG~TURC" tJ TITLE- b DATE ('('(nl/'AMIDD) 

L{-~f \.Jt;(/!u-!d,--

DD FORM 2918. Jul2006 
Air Fore,:: Automateci Form· J!JI 20CS PO Number: 9S i 13058 
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NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION 


POSITION AND HIRING INFORMATION 


I 1. POSITION NUMBER 2. POSITION TITLE 3. OCCUPATIONAL CODE 
I 

I 

9S239 SUPV PROGRAM ANALYST 1 YC-0343-02 
~ORGANIZATIONAL TITLE 5. CAREER 6. PAY 7. PAY S. TARGET 9. OPM FUNCTIONAL 

USTRANSCOM GROUP SCHEDULE BAND PAY BAND CODe 
I I)Sl'~ln Dislri'-'lIlion Program Slippon 

Br,lIl~h (,Ilief Standard YC 02 NA 

10. DRUG TEST 11. BUS CODe 12. FAIR LABOR STANDARDS ACT 13. DOD SUPERVISORY 
STATUS & AF SL 

8888-5 USC __N _X_ E 5CFR 551.205 
_YES ~ NO Chaoter 7112{a)(1) 
14. KEYfEMERGENCY 15. MOBILIZATION INOICATOR 116. ENVIRONMENTAUHAZARD 17. CERTIFICATION REQUIRED 

ESSENTIAL C  I'usition required in DIFFERENTIAL _ YES ....L NO 

No pl!i\cctime and upon mobilization • No 

18. POSITIVE ED UCA TlON REQUI R EM EN TS 19. LANGU AG E R;;E;;;:QUU;;;IR;;;OE:;-;O;;-------.j--c2::-:O:-.-:-l-'::A-';N;;:;G"'U"A-;:;Gc:.E-:-IO~E~N:-;:T;;oI;;;;FI-;;;E;:;R---------1 
_YES_X_NO _YES..1LNO N/A 

! 
21. FIN;;·A-;CNC:-:C""I'""A7"L"S'"'TczA"'T;-EM=E""'N"'TS=-=R""E-;:;Q""u""IR;;:-;e""O---'-.--c2-2.-P-O-S-ITIO-;:rse-N-SI-T-lv-Jf'r • 23. =-=R=-----r--:: "'B="'e::":R""'G:::"':"::S":"M""IT=H-:--IPAY'PO-O-L-ID-E-Nf'I""F:7: 2:--:"4-.-:-L7"A:-7=e::C_N

AMENDMENT 

1 

IE uT

...LYES - NO Critical- Sensitive I1 
YES X NO 

25. DUTIES 

Serves us Chief. Distribution Program Support Branch. Monages and provides support for program and project mllllag~rs 
(lssigned to the DSPiVIO. Oversees all aspects of Advisory and Assistance Service (A&I\S), Federally Funded Research 
and De\'elopmclll Center, and any other program support contracts :md contractors. Performs a broad range of operational 
and developmental acquisition program analysis assignments emailing unique problems, creativity. innQ\'(lti,'e lise o/" 
techniques, advanced approa\,;!1es. and/or new technologies. Conducts business case analYSt'S. cost effectiveness analyses. 
economic analysis. governmenl cost eSlimates, indepcmknt cosl estimates, risk Ul5sessmen\, awurd fcc nsscssmcnt. and 

• analyses of ,tilern.lllvcs 10 SUppOI t curren! ,tnt! emergll1g DSPMO aSSIgned tusks. Develops resow ce ami linancwl sectIons 
ror all acquisition documentation den'lopet! by the DSPivIO. COl1lruls all DSP:"'IO finam:ial resources. budg.et planning 

, and programming. and rracks obligations and expenditure:;, Maintains a continuolls liaison with tinaneial managemcnt. 

ICl,!al. a.:quisition. policy, cOlltractors. and oversight counterparts in USTRANSC01vL Component Commands. other 


i l~ni tied 1.:'01111113nIl5. Joint ~Ia IT. :\ ir Fore!.:. and Secrda~y or. the A F for j:~q.uisili.t)n. to e~lSltn.: progt".an1 ,e~ecllt ion ~nd to 

• lo:-.!o.:r mbusl COmmlll1lc,ltlllIlS. Rcpres(,'I\IS all annual IldlH.:mry responslblllry 01 approximately $4:> Imilion ..-\ssigns \\'01'1-: 

to ,:;ubordinatl!s based on priorities. difficulty orassiglll11Clll5, and tho.: capabilities of cmploycl.'s: proyidcs resource 
m:m;\gement owrsighl; den:lops performance standards alld mlCs employees: inlcrviews candidates for subordinate 
positions; recommends hiring, promotions or reassignments; tukt~s disciplinary measures, such as warning and reprimands: 
idt'nli nes developmental and training needs of employees; and provides and/or ammges l'Or needed development and 
training. Provides a work I!lwironmenl Ihal is free from all forms of discrimination, harassml!nl. and retaliation. 
Addrcssl's subordinutes' com;cms. whether percei ved or real. and follows up with nppropriale action to com::ct or climinalc 
tension in the work lace. SU) lorts the ,,'eney 's EEO )mll,ram. 
26. POSITION'S ORGANIZATION 

I 
1 

USTRANSCOM TCJ6·PS 
POSITION OCCUPIED 

29. Core Competencies 
Air Force Skill Codes: 

PercenlaQ,o 
40% 
35% 
25% 

Skill Code 
ARL 
ARL 
ARL 

I Shred 
I FMR 
fPLN 
I PRG 
I 

26. a. DUTY STATION (City - county  State Or Overseas Locahon) 
Scolt Air Force Base. Sl Clair Count, IL 

--:--b.--:GEOGRAPHICAL LOCATION CODE 

177835163 

,-

Subshred Literal Translation I 
~n Analysis, Financial Management I 

rogram Analysis, Planning I 
rogram Analysis. Programming ! 

I 
I 
, 

DD FORM 2918. Jul2006 
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NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION 

30. COMPONENT INFORMATION 
A. STANDARD OCCUPATION CODE (SOC) B. NATIONAL GUARD BUREAU C. AIR/ARMY RESERVE TECHNICIAN 

DUAL STATUS NON·DUAL STATUS YES NO 
D. AF SPEC CODE! MIL E. ROLE F. SPECIALITY G. SCOPE AND IMPACT 
OCCUPATIONAL SPEC LEAVE BLANK LEAVE BLANK LEAVE BLANK 

H. ORGANIZt>.TIONAL I. C.AREER FIELD! J. RESE;~VED FOR COMPONENT USE 31. PPP OPTION CODE 
ENVIRONMENT COMt..IUNITY 

HQ USTRANSCOM E -Comm Info Gen Ski!!. oPY 

3.2. SKILLS INFORMATION 
I. Comprehensi"e knowledge of Informution Technology (IT) acquisition management regulations und processes. in 
conjunction with a top level understanding ofthe breadth of acquisition and supportability functions vital to successful 
acquisition program management process. 
2. Brond knowledge ofbudgelary and I1nancial management principles and techniques as they relate 10 planning and 
execution of IT acquisition programs. In-uepth knowledge of Planning. Programming, Budgeting, & Execution (PP13&E) 
process, resource and financial boards and panels, such as the IRB nnd DBMe, that impact funding of DsprvlO projects 
and prob'1·ams. 
3. Comprehensive knowl~dge of pori folio management as related 10 IT prof::,rramll1nnagement. 
4. Knowledge of the missions, roles, functions, organizational structures, and operation of the DOD, Services, and 
organizations that govem. interface with. and/or intluence the systems/services acquisition. resource. and financial 
processes. 

I 5. In-depth knowledge of the Intq.rrutcd Delcnsc Acquisition, Technology, and Logistics Lite Cycle Management 
I Framework. Knowledge of the Joinl Capabilities Intcf::,'1'ation & Development System (.JCIDS). 
lb. Knowledge of DOD IT systems including configuration. applications. operating systems, and management principles 

and techniques. 
7. Extensive knowledge of DOD. Service, Joint Staff, cOll1merciaL and GSA directives, regulations, practices. and 
policies. Comprehensiv.e knowledge of Defense Transportation System information technologies. 
S. Professional skill and ability to communicate effectively. both orally and in writing, complex technical isslies and 
statements prepared for senior military, govemment. and civilinn officials. Skill and ability to present technical brietings. 
chair meetings, and prepare reports. 
9. Ability 10 plan. organize, prioritize. and delegate daily workload to meet changing deadlines and rapidly changing 
drcllmstance. 

I .l.1. CO:\DlTlO:\S OF ,..\PPOINT;\lE;\;TIOTlJER SIGNIFICA;\'T FACTS 
11. The employee mllst obtain and maintain acquisition certification for business. cost estimating, and financial manllgemenl 

(advanced) 1(,'\'eI II in the budget/program! FiVI analyst und EVM Iype of assignment. It is highly desired the employee obtain and 
I l11ailllain a Le\'ciIIL 

2. II is highly desired the employee obtain and maintain acquisition ccrtilication for program management (i11lcnnediule) level II in tht:: 
business management/IT type of assignment. 
3. InclIJllbent Illay be required to !Tavel by regularly scheduled passenger. milimfY. ur commercial aircmft in the perlbrmance of 
temporary duty assignments. 
4. The employee must obtain Imd maintain a Top Secrel security clearance. 
S. This position may require the employee to work other than llomlUJ duly hours. which may include overtime. 
6. This position r a fimmcil.ll discioslU'c statement. 
34. OTHER REQ S B. DOD RESERVED C. DOD RESERVED D. DOD RESERVED E. COMPONENT USE 

A. DOD RESERVED 

35. AUTHORIZED M FICIAL 
n SIGNATURE b. TITLE b. DATE !YYYY/MMIDD) 

I·rf~~ ~ 
FHANK N. '1'[;\11'1..\. yc·). lIS,\!'. 

I ~ ol.q- Chict'o Distribution Service!' Progr.lll1 :-"!3n~gement "1 ('£)'I 
OITice 

1::::-> 

I 36:' ClASSIFICATION APPROVED BY I 
a. SIG,TURE I ~FTITLE b. DATE (YYYYIMM/DD) 

();,~jltit.,it£ HR Specialist (Classification/Staffing) 
d,Ot) 7 ;/;1,7 

DO FORM 2918. Jul 2006 
PO Number:Air Force Automated Form· Jul2006 
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ORGA~lZAT10N: USTClTCJ6-OC"~' 
SUPV LEV CODE: 5 
TARGET GRADE:lT 'tf'\ ''Vv 
JOB SHARE: No 
SENSITrVITY' Critical-Sensitive 
EMERGENCY ESS: 1'\0 
KEY POSlTION: No 

epn NUM13ER: 9841904001 
COMP LEV CODE:~ 
FlSA: E.,\cmpt 
CAREER PROG ID: E/2 
BUS: 8888 
DRUG TEST: No 
POSITION 1-I1ST: Replaces SF3538800 

CLASSIFICATION: CQlllmunications-Complllcr Systems Managcr;€TS·)O i -13 ft,· 3t)1 - 0). (:.-.....;> 

DUTY TIT'LE: Conllngcfl(,)' Communications M:lnager 

ORCi & FlJNC CODE: DPY 
1ST SKJLL CODE: 35 % Arrv1PLR Computer Sp..."Ci:llistfPlans and Rt'qllirclI1cllls 
2ND SKILL CODE: 35 % RFBRQM Tck'Ct)l1I Mgml/Spec/Requiremems 
3RD SKILL CODE 30 %. ARLCM\V Program A tUt\\isi s/Con Ii ngcncylMobi I ityl\Var Plans 

CLASSIFIER SIGNATURE 

SUPERVISORS CERTIFICATION; 

I certify that this Core P-ersonneJ Document is an aOCUlille, statement or the mujor duties. knowledge:;. skills. and abilities. 
I'espollsibililies, physical and performance requirements of this position and its orgllniz.atiollall'clationships, The position 
is necessary \0 carry out government functions for which I am respollsible, This cenificmiol1 is made with the knowledge 
thai this information i,~ 10 be used for statutory pUfjYJSCS relating to <Ippoimmcm and payment of public funds ,ind thHt 
false or misl~ 'lg stmemenls may constitute violmions of such statates or their implemen1ing rcgulalioos. 
SUPER'll' PHEN M. JAME' Lt Col AF. Chief Contingency Operations Branch 

#ATE 

CERTIFICATION' 

Raler/Supv. 

o II to i 

Reviewer 

" ., 
o ate 1 

! 

Em p 1o y e e • 

o a Ie 
- ,,

"Signature lH.:krmwlcdgcs receipt. II docs not indicate agreemenUdisagreement 
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CORE PERSONNEL DOCUMENT Number: 954 190400 I 

PURPOSE OF POSITION ANn ORCANI7,ATIONAL LOCATIO;"I: 

The primllry purpose of this positiun is: Prepare: all USTRA NSCOtvf command, comrol. communiCtHiOlls and 
computer systc:ms (C4S) support and exercise plans annexes In ensure this command's worldwide contingency 
communicatiolls conncCli\'ity requirements nre available through direct coordination with represemmives of USTC 
components, supponed CINC's, JCS, OSO. NSA, D1SA, hosl nmions and various agencies oflhe Ft.'tleral 
Government. Critical elements required to accomplish this include developing Operational Plan~ (OPLANS), 
surveying/upgrading fixed commlll1d, control. communications and compuler (C4) infrastructure al key Defense 
Transportation System (01'5) sites around the wurld. rapidly deploying lactical C4 equipment 10 rcmOle pons and 
airfields in support of 1111 regionlll CINCs. monitoring readiness capabilities of the componems. and managing 
satellilc/SpeC!I'llm programs for [he command. 

The orgnnlznliolll'li loclItion of Ihls position is: t;S Tr!lIlSpoJ'll1Iion Command, Command. Cmmot. 
Communications and Compmer Systems (C4S) Directorate. Operations and ~rrty Division, Q-afl(ing~ ?IN \\.s 
~ Branch, SC.Ott Air Force Base fL. f'lo..'lS 

ORGANIZATIONAL GOALS OR OlUECTIVES: 

The organizational goals or objectives of this position nrc; Ensure !JSTRANSCOM and DTS C4S 
conm:clivity requirements are included in all ClNC rCllJ-world and exercise planning scenarios, combat 
operations, and disaster r(,\ief missions. Provide authoritative guidance, policy, doclriru::, operating 
techniqut,s. Illcthmlology. ;md proc:edures ror Irllllsp(,lrt<lrioll (;Ommunic8tions-compulcr systems 
connectivi!y, sUfvivahiliry. stlsrninabililY. illt(;!mpt!rabilily. and n:adincss 10 support the If3JlSportatiol1 
infrnstruCtun: and intcgnllion with the DTS. 

DUTY t: 40% Critical 

Manages lind coordinates the command" C4S .Im:hitccttll'c to support contingency operations and exercises. 
Determines criLicality of need, feasibility. and compliance wilh established COlruTlUllicalions-eompurcr reSOurCes 
architt.'ClUrc reqUlrccl to SllpPCIf[ Ihe Defense Transportation Syslem (DTS)fUSTRANSCOM's worldwide 
contingencies. exercises, combat operations. and disa!;tcr rdid missions. Plans and directs a global survey of 
USTRANSCOM's C4 infrastructure needs. Develops proposed lCchnical solmions 10 addrc!lS C4S shortfalls 
documented by the survey process. Uses knowledge of lhl: transportation polk.ics. procedures. and practict!s 
within the DTS £0 integralt'. develop and implement effective crisis and contingency C4S srandard~, policies and 
procedures I() SLlPP01'l tlle LlSTRA NSCOM mission" Coordinates dircf.:tly with [he Joint Chid~ of Stilff. 
participating CINe's, Air l\\obility Command (strategic airlift). f\'Illitary S"alift Command (strategic sealift). and 
~filitary Traffic ~1allHgemcnl Command (strategic land transportation) Oil C4S problems that arise during 
exercises and COntingencies. Formulates guidance for the integration of JCS Emergency Action Procedures in the 
USTRANSCOM Command Center in Ihe devtlopment of plans and policy for strawgie c<.mlmand and control 
conm.'Ctivity betwee.n the National Command Authority, C1NCTRANS, CINCSTRAT, and thc nation's nuclear 
deterrent l(lToes. 

STANUARJ>S: 

A. Effectively serves as [lie unified commaud project manager l()r the dcveJopmeuc and implcmcmmion of crisis 
and contingency polic.:ies and procedures supporring the NatioflilJ Security and Emergency Preparedness (NSEP) 
program. 

DATE: June 21.2000 3 



CORt:: PERSONNEL DOCUMENT Number: 954[904001 

B. Effeclively plans and coordinates C4S connectivity support for all pha.'>cs of the DTS/USTRANSCOM 
worldwide contingencies exercilics, combm operations, and disaster relief missions. Effectively directs efforts to 
survcy the C4 architecture at key DTS shes worldwide. Effectively coordinmcs \vilh the regional CINCs to 

prioritize. document. and accomplish C4 system upgrade::s resulting from the survey process. 

C. Consistently conducts extensive research and analytical studies and develops specificutions, justilkaLions, and 
economic analyses in SUppOI1 of selection and acquisition actions. 

D. Effectively prepares all USTRANSCOM C4S support and exercise plans annexes and ensures all C4$ 
requiremellls are included in all CINC real-world and exercise operations plans involving USTRANSCOM. 
Ensures these anneX K plans effectively address all critical operational mobility connectivity/system requirements 
LO provide USTRANSCOM and its components the architC\:ture!t:apabi1ity to erfectively manage the DTS and keep 
the National Command Authorities infonm:d. 

E. Effect.ively serves as a primary participant, aUlhorized t() represent command position in meetings, 
conrercll\.~cs. and working groups with Joint Staff. other CINCs, TCCs. DISA, and host nations when developing 
crisis response and exercise plans. When necessary, commil5 the ctlmmand within established guidelines and 
policy. 

F. Insures appropriate integration of lranspurlation information sy.stems architecture support for cumingem.:y and 
exercise plans by direct coordination wim represent;ltives of USTC components, 51lDPDrted ClNe's. JCS. and 
various agenCies of' the Federal Government. 

KSA: 1.2,4,6,7.8.9, [0 

OCTY 2: 20% Critical 

i\hlllagcs the C4S portion of 111(' tlSTRANSCOM rClHl.iness ass<'ssm<:nt program. Prepares tlH: C4S portion of 
the Joint Monthly RL'ailincs!; Report (JMRRi which is forwarded 10 (hI! Chairman, Joint Chiefs of S(::lff. Evalu:Hes 
the C4S portion of lhe Tnmsponmion Componl!nt COllullands (TCCs) readiness repolls to determine if it provides 
surikil!nt information and compile the data into meaningful l()lal force rcadint:ss indicators. AssiStS higher-level. 
managt:ment in the t:va}uation of the JMRR to ensure it is consistent with command priorities and liseal 
n:quiremcnts <IS specified in the CINC's Integrated PriQrity List (lPL) and the Conmland and Control (e2) Joint 
Wartigluing Capabilities Assessmem OWCA). Uses extensive k:no\v!t.'(]ge On all aspectS of tht: DTS to provide 
C4S impact assessment based on limited information co\.lected on a myriad of transponalion assets, support 
systems. reponing systems, and Command and Confrol Inf'ormati<)O (C21) SYStems. Analyzes and resolves very 
complex or sensitive transportalion C4S readiness issues and provides expert advice for resolution. Develops 
policy. doctrine, operating (echniques, methodology, and procedures for transportatitm communications-computer 
systems Sl!CUrily. survivability, sustainability. interoperability, and readiness to support the transportation 
infrastructure a.nd integration with the D1'S. Information gathered is used by CINCTRANS to brief the National 
Command /\mhorities on capabilities of the DTS to respond [0 contingencies. exercises and other military 
opl!rl!lion)';. 

STA~DARDS: 

A. Providcs appropriate C4S slatuS infomllHion in hn)ad t."TIollgh lerms to describe the entire DTS, with suflicicnt 
detail to assist senior general ofticers in taking corrective actions, Setting prograrn goals and establishing p.riorilit·s 
to support the organizational readiness mission capahililics. 

B. Effectively evalualt:s C4S readiness reponiug criteria (0 dClennine if it adequately provides suftic.iem 
infonnation for CINCTRANS [Q detemline the overall readiness of the DT$. 
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---- .. -------~..---,-------------------------------- ---

C. Properly integrates submissions from the c(lmponents into a comprehensive, clearly stated plan for projected 
missions. reconciling. compiling and correlating diffc.renccs in approache~ and identifying capability shortfalls and 
limilalions tl) the unified command. 

D. EfTt:'Clively monitors. evaluates, and coordinates assigned functions to compile decision briefs for senior staff 
management olTicials on readiness status. Documents the readiness program purposes. methods, assumptions. and 
conclusions. 

E. Properly directs preparation or prepares a variety of program reports. 

F. Accurately eswblishcs, iut:mil1es. defines. and qualities n:quirements [or execution and implementation of tlle 
rcadim:ss program. Provith:s timdy guidance to the comp<)Oems. 

KSA: I. 2. 3.4.5,7,9, 10 

DDTY 3: 20% Critical 

Serves as the Command Satellite Communications and Spectrum MmUlgcr and is thi: senior action of11cer 
responsible for direct interface and coordination Wilh lhe Joint Staff. other CINe's. USTC componenl~. DISA. 
and ho~t nations. USt's eXlensive knowledge of DOD policies. practices and procedures fOr managing the Radio 
Frequency (R F) spectrum to ensure thm eflicielll usC' of {he RF spt.'Ctrum is an ongoing concern of acquisition. 
logistiCS. intelligcllce, operations. and c(lmmunications planning staffs. Rcspl)nsihle for im:orporating wartim~ 
and cOnlingency SpeClnllll manag(~mt:rlt proct:durcli into appropriate operation plan (OPLAN)Jc()fl(:cP[ plan 
appendices. Ensures integration of USTC Worldwide mission suppOrt requirements for satellite and spectrum 
3i.:l:css/conncctivity through all phases of any opt:rulion. Develops and maintains a relational database on the 
USTRANSCOM home page (hut pro\'idcs DTS llse!'S \l,·ith Oil-demand information regarding spectrum dt'pl:ndcm 
systems. 

SrI'ANDARJ>S: 

A. Ert'eclively manages the integration, installatioll, operation. maintenance. and modification of the 
transportation communicalions conm:(;.livity nrchi{ectul'c for exercise und contingency operations in support of the 
DTS. 

B. Effectively persllad~s supported CINC·s. lCS. OSD, NSA. DISA, host nations and various agt'm:ies of the 
Federal Government to support/grant USTRANSCOM smellite and spcctmm I'eqlliremems oL'cded for (he Defense 
Transportation System (DTS)/USTRANSCOM's worl<il.vide contingencies. cxcn:iscs, combat operations, and 
disaster relief missions. 

C. Effectively represents the organization at conferences, pbmnin£ meetings. and other functions concerning 
USTRANSCOM strategic plans and other plans affecting C4S requirements. 

D. Effectively evaluates impacts of new communication technologies on current systems and policies. Assesses 
performance and effecliveness of !leW or substantially modified sy::;tems. 

KSA: I. 2,3.4, 7, S, 9. 10 
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DUTY 4: 10% Critical 

Evaluates after-action items from contingency and exercise activities. Provides the technical expertise to 
ensure that information systems ufter-uCli()n items relnted to lnmspoTlaticm arc incorporatt.'(1 into program 
directives thal identify areas for improvemem. TItis eUi,;ompasses innovative approaches, [C(hnologies, and 
methods for evaluating the integration of tr:msportmion information systems programs and service. Researches 
government capabilities and cOlllracrual options 10 determine the best value approach to satisfy C4S needs, 
Documcnts findings and recommends approach to management. Plans, deploys and ellalu.:lles a Piersicte 
ConIDlUl1ications Support mission at least once per year in conjunction with a JCS Tier One major e:c:ercise 
scenario. Manages all aspects of the pre-conference, conference. and execution pbases of a Tbeater Deployable 
Communications deployment 10 a remote SpaD in the supported CINC's AOR, 

STANDARDS: 

A, Accurately projt.'Cts COSI of satisfying C4S m:cus and shortfalls identified as after-action items and helps 
prepare required budget ,submissions for inclusion in the USTRANSCOM Program Objective ~·ternorandum 
(POIV1) process. 

R. Effectivdy n:prl!scnls tile orgallizatiun al conferences. planning. meetings. and other functions concerning 
USTRANSCOM Rl'rm:dial Action Progmm and builds concise decision briel's for senior staff managl:mcnt 
officials. 

KSA: 1. 2. 5. 6, 7. 8. \) 

DUTY 5: Nee ,',jrica! Cn~ 101 ~oO.# 
V1 

Maintains linison with internal US'fRANSCQM and external organizations in order to anticipate the future 
direction of cornmunil.:utions·computcr systems technology and procurement policies. ~l1lis includes 
representing the TCJ6 Directorate in matters rdating t(J MJLSATCOM, Spectrum, CINe Exercise Planning 
conferences. host natioll spl.'Ctrum issues, C4 system upgrades .at $e:l pons of debarkation (SPODs) and airfields of 
uebarkation (.A.PODs), deployable C4 support pack<1ges, and nag officer me~tings. It will also require the 
incumbent to review technical and comr<lcrual literature, auend hardware/software dt.:monstralions, and visit other 
government agencies to keep abreast with the current m:nds in communications-computer systems leclmoh)gics 
and current vendor services, DcvclopspoinL papers, messagcs and briefings directly for lht' C1NC, olller members 
of the senior staff, distinguished visitors, and ~(her agencies as requin.:d for cxercises, comingencics, and related 
mattl!ts. Presents briefs to CINC and DCINC as requcsLCu, 

STAl'lUARDS: 

A. Consislcnrly maintains technical proficiency. 

B. Attends major planning conft'renc(:s lO at:cuf:lccl}' represem and coordinatc all issues pertaining to me 
deployment of lllctkal C4 systt::ms in support of tJle exercise APOD and SPOD requirements. 

C. Attcnds regional CINC OPLAN development conferences to provide accurate planning dculiJ thai reflects the 
C4 needs of the USTRANSCOM components at the various pons and airnclds within the supported CINes area 
of responsibility. 

KSA: 1.2.3.4.5.7,8,9,10 
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OHler Sigllil1Clllll facls p~.rtaining to this positiun are: 

• 	 Employee serves us the Branch Chief when net.:essary or required. 
• 	 WiI! be requin.:<l to travel by regularly scheduled passenger military or conullercial aircraft in tile 

perfonnance of temporary duty assignments. 
• 	 May be required tt) \vork uncommon tours including weekends and holidays. 
• 	 A Top Secret/Special Companmcmed Intelligence (SCI) clearance is required. 

RECRUITMENT KNOWLEDGE, SKILLS AND ABILITIES (KSA): 

1. 	 Extensh'e knowledge of DOD systems including, applications; operating systems. management principles. 
inlormation processing standards and procedures. 

2. 	 Extensive knowledge of tixedftacticalJstraregic information systems design, development. and the 
implementation methodologies combined with a broad knowledge of conmlUllic:lrions-electn)nics equipmen 

3. 	 KnOWledge of tr:'lnsponarion policies, procedures. and practices \\'ithin the Defense TranspcJrlalion System 
(DTS), 

4. 	 In depth knowledge of contigurarion management regulations, principles, and techniques. 

5. 	 Knowledgf: of Ihe Chairman, Joint Chiefs of Staff readiner-;s assessment program, the Joint Momhly RCJdin 
Report (JMRR). 

6. 	 Knowledge of ami ahility to manage ihe USCINCTRANS panion of ,he National Security and Emergency 
Preparedness (>JSEP) program. 

7. 	 Skill in idemific:1lion. imegratlol1. installation, planning. analyzing. organizing. directing, oper:1ting and 
modilkaticm of the transpunalioH communications-computer SyS!':IIlS archiwcturc for world-wide t:<;trcisc ~ 

contingency operntions. 

8. 	 Knowledge of National. DOD and JCS dircclives governing the use of Radio Frequency (RF) specrrum. 

9. 	 Skill to communicate effecrively, both orally and in \vriling. to address complex technical issues, prepare 
statements and hriellngs for senior military. governmem, and civilian officials, and to coordinalelmanage 
planning and program activities. 

[0. 	Skill in planning. organizing, dircl':ting, operating and evaluating the myriad of programs this pOSition 
manages. 

CLASSIl'ICATION CRITERIA: 

Factor 1, Knowledge Required Bj' The Position 	 Level \.& 1550 Poims 

•• Mastery knowledge ~f communicmions-computer concepts, principles, and metho(!ulogy applicable \() the 
Defense Transportation System and the imenelation5hip with C4S capabilities. Uses this knowledge to integral! 
develop and implement efftclive crisis and contingency C4S standards. PQlicies and procedures to suppo" the 
USTRANSCO/\;I.mission. Provides tecnnical expenise and experience wIlen dealing with extremely broad and 
complex communications connectivity issues which may be further complicmed by su\:b factors <IS the wide 
diversity of org:milJtiom. activities. and hy multiple authorities. policies. and controls. Such in-depth knO\vled 
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and skills are needed to idemify. analyze and develop alternative solutions to varied and difficulL C4S conne(;tivil), 
issues requiting significant dcptirlurc or ad<1pt<1tioll from precedent methods, practices or solutions. 

•• Knowledge of organizational mission. objectives, terminology, and management practices of the Unified 
eonunands, Services, Tees and other ngencies in order to recognize probable areas of interaction lmd overlap 
between proposed and existing systems. 

-- ~1aslel'Y Knowledge of war, cOlllingency. disaster relief support and exercise pl:ms annexes to l:n~ure all C4S 
requirements are included in all CINC real-world and exercise operations plans involving USTRANSCOM. 
'(bese annex K pJans address all critical operational mObility conneclivityisysLCm r~quircmcnts t() provide 
USTRANSeOM and it's comp()nems the architecture/capability to eftec{ivcly manage the DTS and keep the 
Nutionul Command I\uthorilit!s informed of ongoing SlratL'git.: lift <lctions. Use this knowledge (0 identify, 
integrate, install, plan, analyze, orglmizt:, direct. operme. and modify the lransportation cummunications
computer systems architecture for worldwide exercise and comingency operations . 

•• ~1aslery knowledge of fixedilactical/slralegic information systems design, development, and thl! imph:mt::ntation 
methodologies combinc..'<i with a broad knowledge of comrnunicmions-c1cetronics equipment. FOffilUlatcs guidance 
for the integration of JCS Emergency ActiOn Procedures in the USTRANSCOM Command Center in [he 
developmem of plans and policy for strategic command and control connectivity between the Nattonal Command 
Authority. CINCTRANS. CINCSTRAT, und the nat jon's nuclear deterrent forces. Serves as .he unified 
command projcct mrmager for the development and implementation of crisis and comingency policies and 
procedures supporting (he National Security and Emergency Preparedness (NSEP) program 

-- Professional knowledge or all USPCC1S of the DTS to provide the C4S p<lf{ion of the Joint Monthly Readiness 
Report (JMRR) which is fOfv:arded to the ChaimulO, J(lint Chiefs of Staff. The C4S impact ,lssessmem is based 
on limhed information colkcted (lO a myriad of transportation aSsets, sUPPOT! systems. reponing systems. and 
Conunand and C()ntrQI Information (C21) systems. Evaluates the C4S portion of !he Transportation Component 
Commands (TCCs) readint~ss reports to determine if jt provides sufficienl information and compiles tilt.: dum 1mo 
meaningful total force readiness indicators. AnalyZes and resolv!:s very complex Or sensitive C4S readmess issues 
impacting rransponatioll programs and provides expert advice Cor resolution. 

_. Professional knowledge of Government policies. dire<:tlves, and ol.her regul<ltory memorandum concerning 
program management, utilization, acquisition, modding, and standardization of SpCL:(fUm Management am.I 
:-'1iliwry/Commercial Satellite usage. Ensure integration of USTC Worldwide mission suppon requirements for 
satellite and spectrum access/connectivity through all phases of any operation. Senior action officer responsible 
for direct interface and coordination with the Joint Staff. otl\er CINC's. USTC components, 015.'\, and bost 
nations. 

-- Knowledge of information systems and information processing equipment ChllTucterislics. computer lechniques. 
requirements, methods, and procedures to include familiarity with approaches used by organizations in other 
agencies and/t1r the private sector in order to evaluate alternatives and provide assistance to managers. 

-- KnowJt:dge and skill in adapting anal}'tical te<:hniques and evaluation criteria 10 determine program 
effectiveness, to develop new or lllodiJ1ed work methods and ability to analyze and resolve complex problems. 

-. Knnwlt:dge of the large varicty of programming and planning d()(;uml!nts associated with all phases of the 
assigned computer systems or informatiotll{'Chnnlogy programs. This includes knowledge of GSA. DOD. 
USTRANSeOM, and AF dir1..'':livcs conceming procurement of ADP resources. 

Factor 1., Supcn'isory Controls Level 2-4 450 PoinLS 

-- TIle Branch Chief discusses the assignmcms in general terms and defines the overall objectives, 
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-- Within these general areas of direL:tion, the employee has responsibility for planning. designing. and carrying 
OUI studies or proje<:ts and for coordinating. as :l peer. with expcrts timh within and outside the organization, The 
employee independently resolves problems. coordinales work with others as necessary. interprets policy. 
determine the approach and metho{joiogy to be used. and keeps the supervisor apprised. In performing the work. 
the employee makes technical judgments in deciding which analytical and technical decisions lead to. or help form 
decisions on operational policy. Tht! supervisor usually accepts the employec's lcchnkal re<.:ommendations 
without change, reviewing only for soundness of judgment and achievement of Objectives. 

factor J, Guidelines Level 3-4 450 Points 

•• Guidelines primarily consist of general C4S-rdared DOD, Joint Sluff, DISA, the Services. USTRANSCOM 
regulations, and Federal policy. These broadly stated management and technical objectives regarding 
development and management of communications and computer syslems require extensive interpretation. 
Guidelines arc very broad in nature and require employee to use considerable judgment 10 interp.re! conllicling 
verbiage when formulating Itx:hnical Objectives perlinent lO C4S support requirements during contingency 
operations. Develops and implements effective crisis and contingem:y C4S standards. policies and procedures to 
support the USTRANSCOI\,t mission. 

-- Incumbent is considered 10 be a technical authority in the areas of Operational Planning and communications 
cOllnectivity and can discern <.:onslraims and limitations imposed thrQugh stme-of·tht>-art technology. AI the same 
time. sound judgement is rt'quircd to appraise new and improved (echnological approaches and capitalizL' upon 
such developmcnts whenever possible. 

-- Develops policy. doclrine, operating techniques, methodology. and procedures for transpOrtal ion 
cllmmunications·compmer S)'Slerns security. survivability. suStuillabiJiLy. imcroperHbililY. and readincs$ to SUppOH 
L1IC transportation infrastnlCIUre and integration wiLilin the Defense Transportation Syst'..:m. 

factor 4. Complexity 325 Points 

-- The wori.: involves .5ubslamiaJ depth of knowledge and analysis of all major rCSOUfl,;CS within lhe Defense 
Transportation System {DTS). Assignments eonsisl of a varit:IY of al:tivitics in the communications and comptl!t'r 
systems management field. Assignments are characterized by the need 10 pursue several phases concurrently or in 
sequence with lhe support of others outside the organization. The span of these assignments include. but are not 
limited (0. laclical communications. contingency planning. war planning. s<nellilC connectivity. information 
warfare. infonnation networks, spectrum n1<10Hgemem. audio-visual communications. leleconlcrencing. classificd 
and wlclassified computer systems, securing networks, etc. The work requires developing new apprOHches and 
concepts or modifying the existing ones. Decisions regarding what nt!eds to be {jl1ne involve issues complicated 
by factors such a!) requirements and program Changes, rapidly evolving (echnology. sw'eeping changes in 
organizations. and lack of pertinent data. Quick resolution {Jf differences is essemial 10 facilitate the timely 
completion and imp!emeotalioo of ope.rmional systems. Additionally, the incumbent must SlaY abreast of the rapid 
advances in communit:ation and computer technology. 

-- Decisions aLso involve defining dupliL:alion or C4 processes in cross t"um.:lit.1nlll service areas. requiring 
c.-;lensive probing and analysis to determine uU: nature and scope of Ihe problems. 

Factor 5, Scope and Effect Level 5-5 325 Poims 

-- The work involve~ determining criticality of need. feasibility. and compliance with esrablished communications
computer resources architecture required 1.O support [he Ddense Transportation System (DTS)lUSTRANSCOM's 
worldwide contingencies, exerci!".es. combat operations. and disaster relief missions. 
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commirmems critical to national de tense . 

Factor 6! Personal Contacts Level 6·3 60.'points 

.. Personal COIll3Cl'l arc with high ranking representatives from outside the corrunano at national levels (Host 
nations. DOD, OISA. Services. Joint Staff, other CtNCs, etc.). 

-- This includes other C4 systems support personnel from DOD. JCS, the Services, MSC, rV11'IVIC, and AMC, as 
well as system users. project officers. procuremem personnel, engineers, and prospcclivt: equipment or system 
sof(w(U'e vendors and comractOrs. 

Factor 7. Purpose of Contacts Level 7-3 120 Points 

_. The incumbent is frequently required to justify, ch:fend. negmime, persuade. and convince senior governmem 
and civilian oft1cinls of the feasibility and benefits of impltmcnting controversial satellite cOlUltxtivity access and 
frequency authorizations wilhin []It: borders (jf the nations we are suppurting . 

.• The incumbent is frequently rcquin:d 10 justify, defend, negotime, persuade, a.nd convince Joint Staff, D1SA. 
and other CINC MilitiHY SJtcom Managers to support the Salcom cmmcctivity needs of USTRANSC()M and the 
TCCs to SUppOI'[ r.he DTS mission. In this capacity tbe inCllmbcnt teprcscms. CINCTRANS . 

•, Fn:quem meetings are held with these high ranking personal comac{s where the incumbent represellls the 
command as lhe aUlh(.lritative expert. 

factor 8, Physical Demunds Level 8·1 5 PQjnts 

'nlC work requires no special pbysical demands. It may involve some walking. standing, bending. or carrying of 
ligbt items such as files, computer reports, or office supplit::s. 

Factor 9, Work 'Environment Level 9·1 5 Points 

Work is performed in 11 normal office setting where hasic safety precautions are required. 

_. - -. «~------------
CLASSU'ICATION SUMMARY: 

CLASS1FICAT(O~ STANDARD(S) USED: US Opt-,·t Position Classification Stmdard for Tele(:omrnunic,l£ions Series. 

GS-0391, March 1990 (HRCD-7. July 1999) 

US OPM t>osition Classification Standard for Compuler Specialist Series, GS·0334, July 1991. TS·I 06 (BReD.7, July 

1999) 

US aPM Position Classification Standard for Miscdlaneous Administrative and Program Positions. GS-031 0, January 

1979, TS·)4 (HRCD-7, July 1999) 
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AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD) 

ORGANIZATION: USTRANSCOMlTCJ8-A SCPD NUMBER: 9S42768 
SUPV LEVEL CODE: 8 COMP LEVEL CODE: K76A 
TARGET GRADE: 12 FLSA: Exempt 
DRUG TEST: No CAREER FIELD ID: C 
SENSITIVITY: Non-critical Sensitive CENTRALLY MANAGED TYPE: N/A 
EMERGENCY ESS: No BUS: 1036 
KEY POSITION: No POSITION HIST: No 

CLASSIFICATION: Management and Program Analyst, GS-0343-12 
DUTY TITLE: 

ORG & FUNC CODE: CPY 
I ST SKILL CODE: 50% ARLPLN Program AnalysislPlanning 
2ND SKILL CODE: 25% ARGRES Management Analysis, Organizational Analysis 
3RD SKILL CODE: 25% BCURVL Budget Analyst, Revolving Funds 

CLASSIFICATION CERTIFICATION: SCPD adequately and accurately reflects the local work situation to meet 
classification, staffing, and performance management purposes. 

Carol S. Walker----- ----------------------------- __-- Aug 2005 __ 
CLASSIFIER'S SIGNATURE DATE 

SUPERVISOR'S CERTIFICATION: I certify that this SCPD is an accurate statement of the major duties, 
knowledge, 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. 

___Burnett LaChance, Lt. Col_______________________ Aug 2005_ 
SUPERVISOR'S SIGNATURE DATE 

PERFORMANCE PLAN CERTIFICATION' 

RaterlSupv. 

Date 

Reviewer 

~ 

Employee'" 

Date 

·Signature acknowledges receipt. It does not indicate agreement/disagreement. 
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PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION: 

The primary purpose of this position is: to detennine programmatic and budget changes related to the 
administration ofUSTC personnel; administer the command audit and management control programs. Review, 
analyze and provide advisory services, and process all Defense Transportation System (DTS) related audit and 
management control issues identified by the Department of Defense Inspector General (DOD IG), General 
Accounting Office (GAO), and component audit agencies. 

The organizational location of this position is: US Transportation Command, Program Analysis and Financial 
Management Directorate, Accounting Division, Scott AFB, IL. 

ORGANIZATIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of this position are: to develop, recommend adjustments to and execute the 
portion of the Transportation Working Capital Fund affected by the National Security Personnel System (NSPS), the Air 
Force Financial Plan, and TWCF Program Objective Memorandum (POM). Provides USTRANSCOM Transportation 
Component Commands (TCCs) direct support for cost analysis, management controls and audit liaison support. 

DUTY 1: 25% Critical 

Administers the USTRANSCOM Management Control Program. Develops general program guidance and 
monitors planning in support of training and administrative plans to ensure compliance with DOD standards. 
Recommends and publicizes command policies and procedures as they relate to the Command Management Control 
Program. Develops and maintains current audit and management control facts and status for inclusion in the 
Accounting Division's Infonnation Briefing. Develops and presents briefmgs and or background papers for 
conferences, training sessions, etc., on the Command Audit and Management Control Programs. 

STANDARDS: 

A. Interprets complex USD(C) program guidance and develops and disseminates timely and accurate command 
program guidance to USTRANSCOM organizations in most cases. 

B. Nonnally prepares and sends out an annual Management Control Plan call to USTRANSCOM organizations to 
ensure the Commander's Annual Letter of Assurance on Management Controls is submitted to SECDEF on time. 

C. Routinely identifies and suggests command issues or areas for consideration in applying Management Control 
Program Criteria. 

D. Regularly identifies and suggests command issues or areas for consideration in applying Management Control 
Program Criteria. 

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

DUTY 2: 25% Critical 

Recommends, develops, and implements command audit liaison procedures for matters pertaining to the 
DOD IG, GAO, and component audit activities. Provides guidance and assistance to USTRANSCOM staff 
offices and TCCs regarding command policy decisions relating to audit activities. Maintains current knowledge of 
command audit liaison issues. Identifies pertinent audit issues and key points affecting USTRANSCOM. Provides 
focus to relevant issues and informs management of those issues that are very important and require more attention 
of concern. Researches prior audit policies and procedures. Plans, coordinates, and perfonns fact-finding and 
analysis ofaudit issues and conducts studies ofaudits in various organizations. Uses analytical techniques and/or 
precedent studies to gather infonnation. Identifies decision-making alternatives. Infonns supervisor of fmdings and 
recommendations prior to release or discussion with management officials. Assists in resolving matters between 
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auditors, component activities, and USTRANSCOM staff. Works disagreements with component commands with 
tact and diplomacy, emphasizing key points and focuses on appropriate responses. 

STANDARDS: 

A. Within overall DOD guidance, proposes, develops and coordinates command audit policy to effectively manage 
the command audit liaison function, with rare exception. 

B. Almost always thoroughly analyzes and evaluates the effectiveness of command audit policy in meeting the 
command's established goals and objectives. 

C. Normally provides valid technical advice and recommendations on audit procedures and policy to supervisor, 
USTRANSCOM staff, and TCC staffs consistent with applicable DOD directives. 

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

DUTY 3: 25% Critical 

Serves as the Directorate's primary liaison with the TCJl staff to plan and support manpower, human 
resources, and training issues for TCJ8. Analyzes, evaluates issues and develops recommendations to resolve 
substantive problems and issues of effectiveness and adequacy ofwork operations in a major command program 
relating to personnel issues within the Planning, Programming and Budgeting System (PPBS). Assembles and/or 
develops background data, information, apd documentation to support required program budgets for reference and 
evidence in agency budget hearings and/or before Office Management and Budget (OMB) and/or Congressional 
committees. Monitors the use and rate of expenditures of budgeted funds through continuing dialogue with program 
officials and their staff. review of written documents, and examination of accounting records. Provides advice, 
assistance, and guidance on budgeting and related information. Devises and recommends the adoption of procedures 
to implement legislation, budgetary processes, policies, and regulations issued by Congress, OUSD(C), Air Force, 
and DFAS. Conducts analysis, reviews, and special studies ofbudget and/or related information. Maintains 
oversight over allocated manpower resources for the TCJ8 and develops required documentation; i.e., Manpower 
Change Requests (MCRs), Manpower Action Documents, SF 52s, etc., to support required changes. Serves as the 
Directorate's focal point for all manpower and personnel related taskings. Oversees all human resources, to include 
training issues for the Directorate and provides assistance to TCJ8 staff on required human resources management 
actions. 

STANDARDS: 

A. Effectively and professionally establishes and maintains liaison with TCn counterparts and provides effective 
support to the TCJ8 staff, with few exceptions. 

B. Typically provides timely and professional inputs to recurring or intermittent manpower and personnel exercises 
or requests for data. 

C. Typically compiles, consolidates, interprets, and summarizes budgetary data effectively for preparation of 
supportive documentation and budget estimates accurately and in a timely manner. 

D. Thoroughly and accurately conducts analyses and special studies that typically discern trends in spending, 
anticipate needs for future funding, and determine funding propriety. 

KSA: 1,2,3,5,6,7,8 

DUTY 4: 25% Critical 
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Actively participates in strategic planning to improve organizational direction and focus using strategic 
planning tools and techniques. Prepares detailed plans, budgets and schedules for assigned programs and/or 
participates with senior analysts in fiscal planning and programming. Responsible for integrating requirements into 
the annual fiscal programs, i.e., Program Objective Memorandum (POM). Provides support and advice on re
programming of funds and funding levels due to manpower or other changes. Assists the organization by evaluating 
modifications to existing plans in response to changing environments. Documents planning and programming 
decisions in appropriate formats to meet Air Force and Major Command requirements. Identifies non-standard or 
emerging operational requirements, assesses impact on assigned programs and initiates corrective action. Relying on 
available data, searches a variety of sources to select the information appropriate to the task, taking care to verify the 
relevancy, adequacy, sustainability, attainability, accuracy, and completeness of the information and 
recommendations. Coordinates with appropriate staff offices to ensure all major areas of concern are covered by 
planning and programming documents. 

STANDARDS: 

A. Typically provides effective, complex support services as they pertain to assigned programs or projects. 

B. Routinely provides effective advisory services in financial actions to support changing environments. 

C. With few exceptions, accurately documents planning and program development and produces well thought out 
and fully developed proposals and conclusions in a timely manner. 

D. Almost always coordinates effective actions with all organization having input or being affected by plans and 
programs. 

KSA: 1,2,5,6,7 

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): 

1. Knowledge of a wide range of qualitative and/or quantitative methods to participate in the assessment and 
improvement of command level plans and programs. 

2. Knowledge of USTRANSCOM command program goals and objectives; the sequence and timing' of key program 
events and milestones; methods of evaluating the effectiveness of planning actions related to actual events; and the 
organizational functions and customers pertinent to the organizations served. 

3. Knowledge of policies, processes, procedures and regulations governing federal audit and management control 
processes. 

4. Knowledge of methods used to conduct studies, analyze data, develop alternatives and make recommendations to 
resolve audit and management control problems 

5. Ability to plan, organize, and negotiate effectively with senior analysts and management using tact and diplomacy 
to advise otheis 

6. Ability to communicate effectively both orally and in writing; negotiate complex issues; and maintain good 
working relationships. 

7. Knowledge of single and multi-year appropriations and their characteristics, e.g., Operations and Maintenance 
and Procurement and the revolving Transportation Capital Working Fund (TWCF). 

8. Skill in applying manpower and human resources management techniques, regulations, guidelines, directives, 
practices, and requirements. 

CLASSIFICATION CRITERIA: 
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Factor 1, Knowledge Required By the Position Level 1-7 1250 Points 

-- Knowledge and skill in applying analytical and evaluative methods and techniques to issues or studies concerning 
the efficiency and effectiveness toward development and/or improvement ofcritical command plans and programs 
for major funding associated with NSPS, DTS, and PPBS. 

-- Knowledge of US TRANS COM command structure, missions, programs, and organizational relationships and 
program goals and objectives, the sequence and timing of key planning and execution events and milestones, and 
methods of evaluating the effectiveness of planning actions as relates to actual events concerning audits, internal 
controls and Future Years Defense Program (FYDP). 

-- Knowledge of the various command entities involved in overall planning and execution of programs. 

-- Skill in designing and conducting comprehensive studies, and developing solutions to assigned portions of broad, 
important, and severe command operational and contingency areas. 

-- Ability to plan, organize, and develop studies or projects, making recommendations on substantive operating 
programs, and negotiate effectively with others to accept and implement recommendations, where the proposals 
involve substantial resources. 

Factor 2, Supervisory Controls Level 2-4 450 Points 

Within a framework of priorities, funding, and overall project or program objectives, the employee, a senior analyst, 
and supervisor develop a mutually acceptable project plan, which typically includes identification of the work to be 
done, the scope of the product, and deadlines for completion. Within the parameters of the approved plan, the 
employee plans and organizes the project, estimating costs and funding, coordinating with staff and line management 
personnel, and conducting all phases of the project. This frequently involves the definitive interpretation of 
regulations and study procedures, and the initial application of new methods. The employee informs the supervisor 
of potentially controversial findings, issues, or problems with widespread impact. Completed organizational goals, 
guidelines, and effectiveness results in achieving intended objectives. Completed work is also reviewed critically 
outside the employee's immediate office by staff and line management officials whose programs would be affected 
by implementation of the recommendations. 

Factor 3, Guidelines. Level 3-4 450 Points 

Guidelines consist of general administrative policies and management and organizational theories and new initiatives 
that require considerable adaptation and/or interpretation for application to issues and problems studied and can be 
precedent setting. Policies and precedents provide a basic outline of the results desired, but do not go into detail as 
to the methods used to accomplish the project. Guidelines require considerable judgment and adaptation to tailor 
them to specific command unique requirements. Administrative guidelines usually cover program goals and 
objectives of US TRANS COM, Air Force, USD(C), DOD, GAO, OSD and Public Law. Within the context of broad 
regulatory guidelines, the employee must typically refine and develop more specific guidelines to complete the 
required planning and programming requirements. 

Factor 4, Complexity Level 4-4 225 Points 

The work consists ofprojects and studies that require analysis of interrelated issues ofeffectiveness, efficiency, and 
productivity, developing recommendations to resolve issues and problems of command unique programs. 
Applies qualitative and quantitative analytical techniques that frequently require modification to fit a wide range of 
variables. Typical assignments require developing recommendations for overall detailed plans, goals, and objectives 
for long-range implementation of the program. Projects assigned consist of issues, problems, or concepts, which are 
not always susceptible to direct observation and analysis, such as projected missions and functions. Difficulty is 
encountered in measuring effectiveness due to variations in the nature of processes studied to meet changes in 
missions or support services. Information about the subject is often complicated by conflicting or incomplete 
information, cannot readily be obtained by direct means, or is otherwise difficult to document. Assignments are 
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further complicated by the need to compile, reconcile, and correlate voluminous data from a variety of sources, and 
must be cross-checked, analyzed, and interpreted to obtain accurate and relevant information. Options, 

. recommendations, and conclusions developed by the employee take into account and give appropriate weight to 
uncertainties about the data and other variables that affect long-range program performance. Makes 
recommendations for refining existing work methods and techniques for application to the analysis of issues or 
resolution of problems in assigned areas. 

Factor 5, Scope and Effect 	 Level 5-4 225 Points 

The purpose of the work is to assess the productivity, effectiveness, and efficiency of major program operations and 
analyze and resolve problems in the staffing, funding, effectiveness, and efficiency of programming objectives. 
Work involves participating in the establishment of criteria to measure and/or predict the attainment of program or 
organizational goals and objectives. The work contributes to the improvement of productivity, effectiveness, and 
efficiency in program operations within the command. Work affects the plans, goals, and effectiveness of missions 
and programs at the various echelons or locations. The work involves identifying and developing ways to resolve 
problems or cope with issues, which directly affect the accomplishment of specific command unique goals and 
objectives. Takes into consideration such factors as cost-effectiveness, attainment of operational goals and 
objectives, and rules of engagement, intemationallaws, etc. Recommendations contribute to the optimum 
organization and distribution of functions, organizational concepts, and staffmg of programs and operations in 
assigned areas. 

Factor 6, Personal Contacts/Factor 7, Purpose of Contacts 	 Level 6/7-3/c 180-Points 

Contacts include USTRSANSCOM staff at various levels, up to an including general officers, and counterpart 
officials in Transportation Component Commands (TCCs), contractors, and other command staff offices in a 
moderately unstructured setting. Contacts are also made with Air Force, DOD IG, and GAO several levels above the 
incumbent when presenting program and plans briefings, etc. 

The purpose of contacts is to influence managers or other officials to accept and implement findings or proposals. 

The employee may encounter resistance due to such issues as organizational conflict, competing objectives, or 

resource problems. 


Factor 8, Physical Demands 	 Level8-1 5 Points 

Work is primarily sedentary in structured office setting. There may be some walking, standing, bending, and 
carrying of light items. 

Factor 9, Work Environment 	 Level 9-1 5 Points 

The work is typically performed in a properly heated and ventilated, and well-lighted office setting. 

Other significant facts pertaining to this position are: 

1. The employee must obtain and maintain a Secret clearance. 

2. The employee may be required to work overtime. 

CLASSIFICATION SUMMARY: 

CLASSIFICATION STANDARD(S) USED: 
I. 	 OPM Position Classification Standard for Management and Program Analysis Series, GS-343, TS-98, 

August 1990, (HRCD-6, January 1999) 
2. 	 OPM Administrative Analysis Grade Evaluation Guide, TS-98, August 1990, (HRCD-6, January 1999) 
3. 	 OPM Position Classification Standard for Professional and Administrative Work in the Accounting and 

Budget Group, GS-0500, December 2000/WCPS-l, August 2001 
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FACTOR LEVELS AND POINTS: 1-711250,2-4/450,3-4/450,4-4/225,5-4/225, 6&7-3C/180, 8-115,9-115 

GS-12 Point Range: 2755-3150 
Total Points: 2790 
Grade: GS-12 

CLASSIFICATION REMARKS: 

The Management and Program Analysis Series, GS-343, does not contain grading criteria. The standard states that 
non-supervisory positions at grade GS-09 and above be evaluated by reference to the Administrative Analysis Grade 
Evaluation Guide. The Administrative Analysis Grade Evaluation Guide covers administrative work which does not 
require specialized subject matter knowledge and skills, but does require a high degree of qualitative and/or 
quantitative analytical skills, the ability to research problems/issues, written and oral communication skills, and the 
application of mature judgment in problem solving. Work described in this position description falls within this 
definition; therefore, the position was evaluated in accordance with the factors and work illustrations in the Guide. 

The position is titled Management and Program Analyst based on the definition in OPM Classification Standard for 
Management and Program Analysis Series, GS-343, TS-98, August 1990, whereby this position involves a mix of 
functions concerned with analyzing, evaluating and or improving the efficiency of internal administrative and 
operating programs where neither is dominant. 

AFPC Free Flow Format 
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CORE PERSONNEL DOCUMENT (CPD) 

ORGANTZATION: 
SUPV LEVEL CODE: 
TARGET GRADE: 
JOB SHARE: 
SENSITIVITY; 
EMERGENCY ESS: 
KEY POSITION: 

USTRANSCOM 
4 
15 
No 
Critical Sensitive (SCI) 
No 
Yes 

CPD NUMBER: 9S42756 
COMP LEVEL CODE: 7D8A 
FLSA: Exempt 
CAREERPROGID: N/A 
BUS: 8888 
DRUG TEST: Yes 
POSITION HTST: New 

CLASSIFICATION: Joint Interagency Coordination Group (JIACG) Program Manager, GS·0301·15 
DUTY TITLE: JIACG Program Manager 

ORG & FUNC CODE: PPY 
1ST SKILL CODE: 50% AKMCMW Officer! Administrator; Contingency/Mobility/War Planning 
2ND SKILL CODE: 50% ARLCMW Program Analysis; ContingencylMobility/War Planning 
3RD SKILL CODE: % 

CPD CLASSIFIED BY: 

CLASSIFIER'S SIGNATURE 

SUPERVISOR'S CERTIFICATION: r certify that this CPD is an accurate statement of the major duties, 
knowledge, 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 bc used for statutory purposes relating to 
appointment and payment of public funds and that false or misleading statement may constitute violations of such 
statutes or their implementi lions"" ~ 

~-~ 

PERFORMANCE PLAN CERTIFICATION' 

R aterlS u pv. 

o ate 


Reviewer 


o a Ie 


em p loyee" 


Date 

·Slgnature acknowledges recelpt. It does not indicate agreement/disagreement. 
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CORE PERSONNEL DOCUMENT 	 Number: 

PURPOSE OF POSITION AND ORGA.l~IZATIONAL LOCATION: 

The primary purpose of this position is: To serve as the program manager for the USTRANSCOM Joint 
Interagency Coordination Group (JIACG) activities at all levels. The incumbent directly supports the 
USTRANSCOM Chiefof Staff as the combatant command's designated lead proponent for the JIACG process. 

The organizational location of this position is: Director, Joint Interagency Coordination Group, HQ, 
USTRANSCOM (TCCS-JLACG), Scott AFB, IL 

ORGAt"lIZATIONAL GOALS OR OBJECTIVES 

The organizational goals or objectives of this position are: To establish a responsive and reCiprocal relationship 
with a wide range of organizations spanning commercial partners through federal and internal agencies to ensure 
their integration and synchronization in the deterrence, prevention, and defeat of threats aimed at the United States; 
and for the deployment and distribution of appropriate elements of national power. 

DUTY 1: 	 Critical 

Plans, organizes. leads, facilitates and oversees the activities of the USTRANSCOM Joint Interagency 
Coordination Group (JIACG). This coordination group is comprised of high.level members who are contractors, 
technical experts, military and civilian personnel to include representatives fro1n such agencies and organizations as 
the NSA, CLA, FBI, NRO. State Department, NGA, DOT, USCG, TSA, OlA, DHS, OlSA, DTRA, JFCOM, DLA, 
USA, USN, USMC, USAF, DCAA, SDDC, AMC, MSC, JFCOM, CENTCOM, NORTHCOM, JMC, AFSC, DESC. 
ANG, MARAD, NSF and state and local agencies. Leads the development of effective working relationships 
between interagency liaison personnel assigned to various staffelements acrossiUSTRANSCOM. Advises the 
USTRANSCOM Chief of Staff, his directors and component commanders concerning all aspects of the nACG 
process and activities. Exercising maximum facilitation skills, leads the JIACG ·in developing goals and objectives 
that integrate and synchronize organization and interagency efforts across the full spectrum of operations. Proposes, 
revises, and/or reviews policies, procedures, mission objectives for USTRANSCOM to eliminate work problems or 
barriers to mission accomplishment. Plans and gains consensus of the coordination group for work to be 
accomplished by the f,TfOUp or ad hoc teams, including setting and adjusting short-ternl priorities, and preparing 
schedules based on the difficulty of requirements and assignments such that thc experience, training, and abilities of 
the group are effectively utilized to meet organization and customer needs. Prohdes JlACG with direction from 
higher levels and advice regarding policies, procedures, and guidelines. 

STANDARDS: I 

A. 	 Typically displays leadership and facilitation skills that contribute effectively to the JLACG working together 
and producing timely results. ' 

B. 	 In most cases, planning, organizing, directing, and facilitating efforts comply with higher headquarters guidance 
and achieve organization and customer needs. 

C. 	 Typically, methods used to establish JIACG goals and objectives are effective and ensure legal and regulatory 
compliance issues and/or customer concerns are promptly identified and addressed. 

KSA: 1,2,3,4,5,6,7 
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CORE PERSONNEL DOCUMENT 	 Number: 

DUTY 2: 	 Critical 

Reviews and structures working groups to optimize use of resources and maximize efficiency and 
effectiveness of the organization. Facilitates and balances the workload and provides overall direction and vision 
to the JIACG on a wide range of interagency and administrative issues. Establishes metric, analysis and review 
systems to assess JIACG efficiency, effectiveness, and compliance with regulatory procedures; and to ensure 
government needs are met and validated, and dUll economy and quality of opetations are maintained or improved. 
Evaluates requirements for additional resources submitted by members, and balances JIACG needs with overall 
mission requirements and resource interests. Identifies the need for change in 'priorities and takes action to 
implement such changes. Leads the planning and scheduling of work in such a manner that promotes a smooth flow 
and even distribution and ensures effective use of organization resources to achieve organization goals and 
objectives as well as installation and agency customer needs. Reviews work and management techniques of JIACO. 
Ensures decisions are made on work problems presented by the llACG, either through group consensus, or referral 
to higher levels. Finds and implements ways to eliminate or reduce significant bottlenecks and barriers to 
production, the promotion of team building. or improvement ofbusiness practices. 

STANDARDS: 

A. 	 Typically, effons to lead/facilitate the establishment of metric, analysis, an'd review systems are effective and 
tend to ensure legal compliance and meeting the needs of the government ~nd key customers. 

B. 	 Typically, efforts to lead/facilitate the establishment ofpriorities, planning1and scheduling work are effective 
and promote an effective and productive JIACG. !, 

C. 	 Normally, leadership and facilitation techniques tend to eliminate/reduce b~ttlenecks and barriers to productive 
team work. . 

KSA: 1,2,3,4,5,6, 7 

DUTY 3: 	 Critical 

Represents USTRANSCOM in a variety of installation and functional area organizations. Establishes, 
develops, and maintains effective working relationships with USTRANSCOM Directors, Component Commanders, 
and other Combatant Commanders. Meets with key customers and coordinating officials and other coalition partners 
to assess customer satisfaction, explains organization policy and procedures and resolve sigllificant problems that 
arise. Assembles and directs study groups as needed to develop proposals for interagency coordination and 
synchronization enhancements. Coordinates with all staff and program offices impacted by program changes. 
Initiates and researches program and resource issues, analyzes options, and rec6mmends courses of action through 
reports, papers, briefings and correspondence. Coordinates with other interested offices throughout the DoD and 
other federal agencies as required. Provides technical assistance to other offices on assigned projects and ensures 
programs are compatible with other unified Command and/or DoD initiatives. Ensures overarching USTRANSCOM 
andlor 000 policics are integrated ill proposals. Advocates and explains USTRANSCOM requirements in 
assigned program areas. Develops and presents briefings and prepares written analyses and papers to communicate 
USTRANSCOM requirements to achieve command's goals and objectives. Determines appropriate 
recommendations for unresolved problems and performs follow-up. Researches and detennines or recommends 
appropriate actions or interpretation of issues that impact organization., installation, command, or agency. 

STANDARDS: 

A. 	 Interactions with internal and external officials and are nonnally diplomatic; convincing, professional, and 
promote effective working relationships, and reflects the interests of the combatant command. 

B. 	 Recommendations are almost always thoroughly r~earched and analyzed t6 ensure all issues are properly 
addressed. 

C. 	 Typically ensures participation and outcomes of special projects result in p~sitive impact on the organization 
and/or improves quality. ' 

KSA: t, 2, 3, 4, 5. 6, 7, 8 
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CORE PERSONNEL DOCUMENT 	 Number: 

DUTY 4: 	 Critical 

Leads the coordination and submission of all USTRANSCOM Interagency planning, programming, and 
budgeting submissions as the Interagency Program Manager for USTRANSCOM. The assigned programs are 
characterized by unusual managerial complexities and demands as well as substantial uncertainties and risks. 
Assists in linking current year changes to the POM, Program Review, and Budget Review submissions, and assures 
adequate analysis to support changes between planned versus actual expenses. Assembles and leads study groups as 
needed to develop proposals for interagency program enhancements. Coordinates with all staff and program offices 
impacted by program changes. Initiates research on program and resource issues, analyzes options, and recommends 
courses of action through reports, papers, briefings and correspondence for presentation at the GOIFO/SES level. 
Briefings are presented to senior leadership of US TRANS COM, and to senior levels of other services, Joint 
Commands, DoD and other JIACG agencieslbureaus/offices as required. Coordinates with other interested offices 
throughout the DoD and other federal agencies as required. Provides technical assistance to other offices on 
assigned projects and ensures programs are compatible with other unified Command andlor DoD initiatives. Ensures 
overarching USTRANSCOM andlor DoD policies are integrated in proposals. Develops and presents briefmgs and 
prepares written analyses and papers to communicate USTRANScOM interagency requirements to achieve 
command's goals and objectives. 

STANDARDS: 

A. 	 Ensures all USTRANSCOM interagency PPBS submissions are requirement based and reflect the commands 
priorities in the resource allocation process. 

B. 	 Ensures all PPBS submissions are accurate and reflect the requirements of the nACG and the consortium of 
Directorates and USTRANSCOM staff elements with interagency requirements. 

C. 	 Typically, reviews of all expenditures are within the boundaries of budgetary compliance. 

D. 	 Typically, identifies unfunded requirements (UFR) accurately and develops a well documented UFR package for 
submission. 

KSA: 1,2,3,4,5,6, 7, 8 

DUTY 5: 	 Critical 

Oversees administrative and operational support to the Joint Interagency Coordination Group (JIACG). 
Determines whether contractor performed work meets standards of adequacy necessary for authorization of payment. 
Provides interfaces with the USTRANScOM to ensure security clearances are passed to visited agencies. 
Coordinates for visiting senior leaders from DoD and non-DOD organizations involved in interagency coordination. 
Oversees travel requests, coordinates computer and telecommunications support, and provides other essential 
support required by other members of the JIACG not based at the Headquarters, USTRANScOM, to accomplish 
their liaison and coordination mission. Plans and coordinates for changes to JIACG staff as required to meet the 
JIACG mission. 

STANDARDS: 

A. 	 Typically demonstrates technical understanding oflevels of security clearances, OPSEC, and security directives. 

B. 	 Typically demonstrates technical and administrative understanding of communication architecture and how it 
applies within the military and interagency constructs . . 


C. 	 Administrative and operational support is routinely accurate and timely and ensures full USTRANSCOM 
participation. 

KSA: 1,2,3,4,5,6,7,8 
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CORE PERSONNEL DOCUMENT 	 Number: 

RECRUITMENT KNOWLEDGES. SKILLS, AND ABILITIES (KSA): 

1. 	 Experience and skill in leading, facilitating and managing significant numbers of members who must work 
together to establish processes and procedures for dealing with a wide-range of deployment and distribution 
situations. Stafl'members come from a variety of agencies, departments, bureaus in and outside of DoD and the 
federal service, and who tend to bring with them a wide panoply of competing interests and agendas. 

2. 	 Knowledge of the roles and organization of the Services and combatant, unified, and multi-national commands, 
and involved federal, state and local agencies particularly as they apply to deployment and distribution 
management. 

3. 	 Thorough knowledge of military law and doctrine; Joint policies and procedures; 000, Services Bnd Joint 
organizational structures; national intelligence organizations, state and federal organizations, other pertinent 
interagency organizations such as the US Coast Guard, etc. 

4. 	 Experience and knowledge of deployment and distribution planning and operations. 

5. 	 Ability to analyze information, reach quick and appropriate decisions, and effectively resolve problems. 

6. 	 Skill in articulating programs, procedures, and policies clearly and concisely in written and oral communication. 

7. 	 Ability to identify unique customer needs, tailor plans and strategies, and implement actions within established 
policy. 

8. 	 Skill in the application of methods and techniques to analyze and evaluate the effects of changes in program 
plans and funding. 

CLASSIFICATION CRITERIA: 

Factor 1, Knowledge Required by the Position 	 Level 1-8 1550 Points 

Master knowledge and understanding of the current missions, capabilities, organization and operations of: 
various federal and state operations centers, USTRANSCOM and other unified commands; the military 
services; the National Guard; the Reserve forces; the Department of Defense; DoD intelligence organizations; 
the CIA, FEMA, the US Coast Guard, etc. is required. 

Outstanding ability to lead a large, highly diverse group of senior level military/employees from a wide 
spectrum of federal agencies, bureaus, departments, and various levels ofgovernment including state and local; 
such as NSA, DCAA, DCMA, USCO LNO, FBI, DLA, MARAD, OlSA, SDDC, DCI, DESC, OlA, NSA, 
NlMA, etc. Leadership must be exhibited in an environment of competing agency interests, loyalties, and 
agendas. and must be exercised with extraordinary diligence and sensitivity. In this environment the incumbent 
must find a way to get this diverse group to work together effectively and productively to achieve the goals and 
objectives of interagency coordination and cooperation. 

Thorough knowledge ofcurrent military law, Joint doctrine, Joint plans. policies, and practice, as well as a 
comprehensive understanding ofUS government treaties, agreements, multi-lateral and bi-Iateral international 
agreements, security assistance plans, U.S. security requirements and arrangements and other pertinent laws, 
doctrine, policies, and procedures. 

Master knowledge of military air, land, maritime and space concepts and principles; DoD military command and 
control operations, command and control of air, land, maritime and space forces, geographical areas of 
responsibility as pertains to the geographical Commands, air, land, maritime and space combat operations at 
both the operational and strategic levels of war. 

Practical and professional knowledge of a wide range of all services military technical methods, principles and 
practices. 

Practical knowledge of mission and organization of many, ifnot all, involved agencies, departments and 
bureaus. This includes knowledge of state and local operations organizations and processes. 

Thorough knowledge of DoD and interagency security policies and procedures. 

Skill in oral and written communications. 
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Factor 2, Supervisory Controls Level 2-5 650 Points 

Employee works within a framework of overall project goals and objectives, priorities and funding levels established 
by senior leadership and national priorities, goals and objectives. The employee's supervisor, the Chiefof Staff, 
USTRANSCOM, provides administrative direction with assignments in terms of broadly defined missions or 
functions. Within these parameters, the employee is given complete latitude in planning; organizing; and executing 
the projects; organizing the nACO for accomplishing the projects, and developmcnt of methodologies and processes 
for task accomplishment. Employee will be working controversial problems and issues and will advise supervisor of 
outcomes that will affect goal/objective accomplishment. Overall work of leading the JIACG is judged and 
evaluated by supervisor for compatibility with organizational goals, guidelines, and effectiveness in achieving 
planned objectives. 

Factor 3, Guidelines Level 3-5 650 Points 

Guidelines consist of a wide range ofpublic laws on the use of military forces, 000 instructions, loint policies and 
procedures, interagency guidelines, guidelines of a multitude ofnon DoD agencies, a multitude of unified command 
policies and regulations, etc. These guidelines are broad, typically vague or contradictory, have frequent large 
situational gaps, and are subject to change because of frequent and sometimes unexpected policy changes at various 
government levels. Issues and problems which must be dealt with often have no historical model where experience 
would be a clear guide. Employee must use initiative, resourcefulness, sensitivity, creativity, interpretive skills and 
quiet determination to be able to achieve consensus, or near conseusus, among a highly diverse group of senior level 
military and civilian employees from a large number of agencies, departments and bureaus on issues and problems 
that affect deployment, distribution, and transportation. 

Factor 4, Complexity Level4-6 450 Points 

Work of this position requires leading a large, highly diverse group ofsenior level military/employees from a wide 
spectrum of federal agencies, bureaus, departments, and government levels. Leadership must be exhibited in an 
environment of competing agency intercsts, loyalties, and agendas, and must be exercised with extraordinary 
diligence and sensitivity, as the incumbent holds no supervisory authority at the current manning level. In this 
environment the incumbent must fmd a way to get this diverse group to work together effectively and productively to 
achieve the goals and objectives of interagency coordination and cooperation. The subject matter dealt with by the 
nACG involve processes and procedures for deployment and distribution that are not widely known or understood 
by this wide spectrum of federal agencies, bureaus, department and other levels ofgovenunent. Consensus building 
with regard to resolutions and recommendations will require appropriately balancing input by senior (GO/FO/SES) 
members of the JIACG. These are issues which do not lend themselves to traditional solutions and which by their 
very nature require consideration of many alternatives and processes, many of which are usually different and 
unrelated. Employee's work is scrutinized critically by outside agencies whose programs and employees would be 
affected by the work and recommendations of the llACG. 

Factor 5, Scope and Effect Level 5-6 450 Points 

The work of this position involves how the American government (federal, state, local) mobilizes all appropriate 
elements of national power in response to contingencies and sustainment operations. The work of this position 
involves leading a large, diverse group of interagency representatives in the study, analysis, evaluation, and 
recommendation of processes and techniques for federal, state, and local involvement in this deployment and 
distribution effort. This work effort can cause a huge ripple effect in operational terms through not only the 000 and 
all its components, but numerous interagency and state operations centers, and possibly foreign governments. This 
position has a critical impact on national defense because of its role ill the development and implementation of 
government-wide and interagency processes for handling mobility and transportation concerns. 
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CORE PERSONNEL DOCUMENT 	 Number: 

Factor 6, Personal Contacts 	 Level 6-4 110 Points 

Personal contacts of this position include high ranking officials within USTRANSCOM, DoD and a multitude of non 
DoD agencies, and state and local governments. Contacts often involve delicate issues of governmental jurisdiction 
and authority and are further complicated by conflicting agendas, interpretations of responsibilities, agency loyalties, 
the Law of Posse Comitatus, etc. Typical of contacts are the senior leaders (General Officers) ofUSTRANSCOM, 
and other COCOMs as well as Component Commanders and service headquarters, senior level managers of 
commercial partners and a wide variety ornon DoD agencies and state and local government. 

Factor 7, Purpose of Contacts 	 Level 7-4 220 Points 

Purpose ofpersonaJ contacts in this position is to influence senior officials of USTRANSCOM and a multitude of 
other agencies within or outside ofDoD to accept and implement critical fmdings and recommendations on 
processes and procedures for interagency cooperative and coordinated deployment, distribution, mobilization and 
transportation requirements. Incumbent will always encounter resistance to not only formulating these processes 
because of the huge diversity of agencies involved, but also marketing these recommendations to the agencies at the 
national, state and local levels. The contacts themselves may be skeptical at least to the extent of demanding all facts, 
known or unknown, and the rational basis for the recommendation. Employee must either convince the contacts, or 
help the decision makers with compromises or suitable alternatives. The people contacted typically have diverse 
viewpoints, goals, or objectives requiring the employee to achieve a common understanding of the problem and a 
satisfactory solution by convincing them, arriving at a compromise, or developing suitable alternatives. 

Factor 8, Physical Demands 	 Level 8-1 5 Points 

Work is sedentary and is performed in an office with access to routine office equipment such as computer, monitor, 
printer, and telephone. TOYs in support of the mission are generally to conference facilities or other offices. There 
is occasional walking, standing, bending, carrying light items, or driving an automobile. 

Factor 9, Work Environment 	 Level 9-1 S Points 

Work environment involves everyday risks or discomforts which require normal safety precautions typical of such 
places as conference rooms or offices, commercial vehicles, etc. 

Other Significant facts pertaining to this position are: 

I. 	 Employee may be required to travel by commercial or military aircraft in the performance of temporary duty 
(TOY assignments). 

2. 	 Employ must possess a TS/SCI clearance as a condition of employment. 

3. 	 May be required to participate in non-traditional work schedules involving participation in round the clock 
operations, or otherwise work beyond, or outside of traditional hours, or work or tours of duty. 

4. 	 Position requires random drug testing. 

CLASSIFICATION SUMMARY: 

CLASSIFICATION STANDARD(S) USED: US Office of Personnel Management (OPM) Introduction to the 
Position Classification Standards (PCS), Appendix 3, the Primary Standard; OPM PCS, Administrative Analysis 
Guide, TS-98. April 1993, August 1990; aPM Position Classification Flysheet for Miscellaneous Administration 
and Program Series, GS-0301, TS-34, Jan 1979 

Total Points: 4090 
GS·15 Point Range: 4055-up 
Final Grade: GS-IS 
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CORE PERSONNEL DOCUMENT Number: 

CLASSIFICATION REMARKS: 

Series Detennination: The primary purpose of this position is to serve as the principal staffprogram manager whose 
primary task is to oversee, facilitate, coordinate and synehronize USTRANSCOM Joint Interagency Coordination 
Group (JIACG) activities at all levels. The incumbent directly supports the USTRANSCOM's Chiefof Staff as the 
command's designated lead proponent for the JIACG process. The JIACG is made up of personnel assigned to 
USTRANSCOM from such agencies and organizations as the NSA, CIA, FBI, NRO, State Department, NGA, DOT, 
USCG, TSA, DIA, DHS, DIS A, DTRA, JFCOM, DLA, USA, USN, USMC, USAF, DCAA, SDDC, AMC, MSC, 
JFCOM, CENTCOM, NORTHCOM, JMC, AFSC, DESC, ANG, MARAD, NSF and state and local agencies. The 
purpose of the JIACG is to jointly analyze a broad variety of general and specific deployment and distribution issues; 
collaborate on recommended solutions; assist in synchronizing agency and interagency efforts to respond to 
mobilization and transportation issues, events, management of crises, and management of consequences; and to 
represent their respective agencies, departments. The JIACO Program Manager also assists the USTRANSCOM 
Chief of Staff to maintain a balance between sound interagency management practices and pressure to satisfy 
individual stakeholders interests. The JIACG Program Manager coordinates and advises on a wide spectmm of 
interagency activities from multinational partners to federal and international agencies. The JIACG Program 
Manager directs, through the exercise of leadership and facilitation skills, a synchronized coordination process with 
local, state, federal senior level interagency officials (GS15/SES and equivalent, 06-08) assigned by their respective 
agencies or commands to the Headquarters, United States Transportation Command. 

The very broad scope, nature, and variety of this work and knowledge required indicates this position is not 
specifically classifiable in any particular occupational series. Therefore, this position is appropriately classified in 
the Miscellaneous Administration and Frogranl Series, GS-030 1. As there are no prescribed titles for positions 
classified to the 08-0301 series, positions are given titles that are descriptive of the work being performed. Thus, 
the most appropriate title for this position is Joint Interagency Coordination Oroup Program Manager. Grade level 
determination: 

Conclusion 

The vast knowledge base required for this position, the nature of the work assigned, the difficulty of the work of 
leading and facilitating such a wholly diverse group of mobilization and transportation participants, the broad reach 
and significance of the work of the JlACG, the level ofresponsibility assigned to the JIACG Program Manager fully 
meet the GS·15 as docwnented in the assigned factor levels. Therefore, the proper classification of this position is 
Joint Interagency Coordination Group Program Manager, GS-0301-1S. 
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PD: 9S-43075 
PURPOSE OF POSITION AND ORGAN) ZATIONAL LOCAT)ON: The primary purpose of this 
position is to serve as USTRANSCOM's records program manager and to provide dlltabase management 
support to the organization to include designing, developing, integrating, andlor maintaining database 
structures, web page development and maintenance. electronic forms development. design, and testing. 

The organizational location of this position is: U.S. Transportation Command, Scott AFB, Illinois. Office 
of Command Information Management (TCeS-IM). 

ORGANIZATIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives are to advise. direct. establish, manage. and monitor information 
management procedures and policy, including information gathering and dissemination. for the Command. 

DUTY 1: 311 % Critical 

Command RCl'ords Information Technulogy (IT) and Records l\lanager: Electronic Records 
Management l'l'ogram (ERMP). Serves as the USTRANSCOM's records program manager for 
electronic records management issues. Keeps senior management informed on current and projected 
operational requirements. issues, legislative, and regulatory matters. Serves as the program manager 
responsible for moving USTRANSCOM and its components to the "paperless office" in the ERMP. The 
incumbent is responsible for the rcsearch, study and recommendation of IT solutions that will satisfy the 
ERM needs for the command and its components. Analyses and evaluates the information technology 
requirements to support proposed Electronic Records Application Systems or upgrades in order to comply 
with statutory laws. Ensures appropriate information technology requirements are incorporated into 
strategic and mission area plans. Recommends policy. provides guidance and procedures for all 
command's activities engaged in any aspect of the ERM, with special emphasis on DOD. loint Staff, and 
National Archives and Records Administration (NARA) standards. Reviews higher headquarters policy 
and guidance to determine if there is a need for supplemental direction to USTRANSeOM and 
recommends changes to existing policies and guidance as appropriate. Conducts command-wide records 
management staff assistance visits, to include direct reporting units (DRU). annually. Approves all 
command and DRU files plans. Serves on cross-functional records management working groups ensuring 
functional records management requirements are fully integrated into the design of automated information 
systems. Analyzes and evaluates proposed management systems to ensure interoperability with ERM 
applications. existing network capabilities. ano DOD standards. Incumbent must plan. program. and 
request funding to support hardware and sonware requirements for the administralion of government 
records. Incumbent ensures all security measures are in place to protect the integrity of information. 
Manages the Command's Vital Records Program to ensure development of records recovery and 
emergency action plans for mission-essential and sensitive records. Evaluates automated systems and 
procedures for the backup and recovery of electronic records to ensure system capabilities meet retention 
standards. 

STANDARDS: 

I. Normally provides accurate and timely records management policy, guidance and procedures to 
USTRANSCOM and its component commands. 

2. As a rule. effectively monitors and evaluates subordinate unit functional programs and recommends 
changes as necessary. 

KSA: 1.2,3, oJ. 5, 6, 7 



PD: 9S-43075 
DUTY 2: 30% Criticul 

Pro,·ides dlltabase management support. Analyzes. designs. develops. and maintains database structure 
and database lIpplications to effectively manage organizational data assets and ensure Ihilt the database 
collects. stores. and processes data that supports current and future organiz(ltional business needs. 
Implements conversion of ex.isting databases to meet new release requirements and enhance database 
management practices. Evaluates the effectiveness of database management technology and analyzes and 
troubleshoots problems and inefficiencies. Implements new database structures and formats and converts 
legacy systems to new formats. Defines problems in database design and determines alternatives and 
initiates corrective action to recoverlrestore data and return system back to normal operations. Conducts 
performance.tuning activities designed to optimize data management processes. Evaluates off·the-shelf 
software appliclllions to enhance/upgrade databased administration functionality. Performs conversion of 
electronic documents into PDF format, as well as paper document, scanned and converted to PDF, ensuring 
508 compliance. Specifically. works in ADOBE ACROBATand PURE EDGE applications. Process 
owner of the command's electronic library and applicable portal websiles, located on secure and unsecure 
(public) siles. Designs and develops websites homepage. Incumbent is the Branch FACCSM. Gatekeeper, 
and Webmaster. Represents the branch at web steering group meetings 

STANDARDS: 

I. With few exceptions, efficiently maintains data integrity, maximizes utilization of systems, and prevents 
work stoppage or slow down for the organization as well as public domain. 

2. Routinely m;lintains effective database management system that meets organizational business needs. 

3. Almost always. resolves datab;!se problems and recovers/restores lost data promptly. 

KSA: 1.2.3,4.5,6,7 

DUTY 3: 15 % Critical 

Pro"ides customer assistance and/or training for electronic records systems, Works to achieve and 
support quality improvement in all products and services and takes a proactive approach in providing 
customer assistnnce. Provides consultation and instruction to functional area users on database and file 
accessing techniques. search strategies. processing and ftJe assessing techniques. processing and space 
utilization efficiencies. database security procedures, backup and program recovery techniques, and testing 
techniques. Provides training for subject-mailer specialists and support personnel. Keeps abreast of 
emerging technologies to predict future database system needs and advises customers on new database 
features. 

STANDARI)S: 

I. Almost always. plans and carries out effective projects to improve the erticiency and productivity of the 
organization. 

2. Routinely provides appropriate training that ensures users understand the relationships of the system and 
enables them to operate it without undue interruption. 

3. With few exceptions, expeditiously resolves inquiries and problems and provides accurate and timely 
advice to users/customers. 

KSA: 1,2.3,4,5, (" 7 
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DUTY ~: 15 % Critical 

Command Forms Designer/Manager. As the Command's Forms Manager, establishes conlrol oyer the 
analysis. approval/dis,lpproval, numbering, design, coordination. and indexing of fOl'l11s for the command. 
regardless of information media used to collect the information. This includes forms generated by software 
application. Ensures information is recorded in its most efficient media: provides technical assistance to 
the slaffto develop forms requirements, develops electronic forms and monitors their use: prices the forms 
process; plans. programs. and budgets for the resources necessary for forms processing and management. 
Conducts annual forms rcyiews and eliminates those that are not essential. Ensures proper controls arc 
affixed to forms collcl:ting privacy act/sensitive data. Maintains the command's electronic rorms library on 
both unclassilied and secure web sites. As agency forms manager. serves as liaison with DOD. Joint Staff. 
Services. and other Government agencies torms managers. Develops command forms index and 
recommends policy directives as pertain to forms and adaptation of other Government Agency forms. 
Controls the licensing of command e-forms. 

STANDARDS: 

I. Normally maintains effective control of USTRANSCOM's forms. 

2. Consistently ensures information is recorded in its most efficient media and that the forms index is 
updated regularly. 

KSA: 1,2,3,4,5,6,7 

DUTY 5: 10% Critical 

Attends mectingsund presents briefings. Partidpates in discussions, product (IT) vendor 
demonstrations. meetings. conferences. committees or !,pecial projects. Prepares reports encompassing 
long and short range planning strategy recommendations and presents briefings covering recommendations 
for acquisition Of changes in business practices through enhanced IT use. Maintains liaison wilh teehnical 
and professional organizations and industry to keep abreast of trends in technology. Prepares and presents 
briefings which outline problems and solutions and keep management aware of their role in adopting 
changing technology. 

STANDARDS: 

I. Almost always prepares effective reports and briefings which outline problems and solulions. 

2. With few exceptions, proactively studies changes in technology to maintain currency which will assist 
management in preparing for future needs. 

KSA: 1,2,3, S, 6, 7 

RECRUITl\IENT KNOWLEDGES. SKILLS, AND ABILITIES (KSA): 

I. Knowledge of a full range of IT/database management principles. concepts. and mcthods. including 
approaches used in designing. developing. testing, implementing. managing, and maintaining database 
systems that meet current and future organizational requirements; specifically. electronics records 
management and electronic work now management solutions. 

2. Knowlcdge (If a wide-range or stalutory laws. policies. regulations and procedures applicable to the 
administration of records. data collection. the Federal Register. and Privacy ACI. 

3. Ability 10 communicate effectively. bOlh orally and in writing. 
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4. Skill in planning, organizing. and providing technical direction and training to agency records 
management officers and records custodians. 

5. Ability to gather fact~ and use effective analylical and evaluative methods 10 assess information. plan 
the sequence of actions necessary, make sound decisions and solve a variety of IT/database l'fIanagement 
problems. 

6. Ability to muintain an up-to·date awareness of technological advances and predict how management can 
meet future requirements. 

7. Knowledge of agency program missions. functions. goals and objectives. 

Other signific<I"t facts pertaining to this position urc: 

I. Work may occasionally require travel aW:lY from the duty sial ion. 
2. Employee m4ly be required to travel on military and commercial aircraft. 
3. Must be able to obtain and maintain a Top Secret clearance. 
4. Overtime may be required with little or no notice. 

CLASSIFICATION CRITERIA: 

Factor 1, Knowledge Required by the Position Len11·7 1250 Points 

•• Knowledge of II full range of database management concepts. operations, design principles. 
methodologies, and approaches used in designing. developing, testing, implementing. managing, and 
maintaining database systems that meet current and future organizational business requirements. 

--Knowledge of database management principles and policies to include defining data policies and 
standards. planning for the efficient use of data. coordinating data structures. and performing logical 
database designs. 

--Knowledge of electronic records management and electronic workflow management solutions. 

--Knowledge of data structure and the framework that defines Ihe specifics about one or more types of data 
that suppon user systems. 

··Knowledge or a wide-range of statutory laws. policies. regulations and procedures applicable to the 
adminisU'ation Ill' records. data collection. the Federal Register. and Privacy Act. 

-·Ability to communicate effectively, both orally and in writing. 

-·Ability to analyze, evaluate. and make recommendations on a project such as which data resources, data 
structures. and data architecture must be considered, which system software. and/or which equipment 
configuration is most appropriate. 

-Ability to stay well informed on rapidly changing technology. \0 evaluate its possible impact on 
organization missions, and to develop plans \0 satisfy requirements. 

Factor 2, Supcn'isory Controls Level 2-4 450 Points 

The supervisor. in consultation wilh the specialist. makes assignments, determines overall priorities. lind 
sets time frames for completion. The employee independently plans and carries out projects and analyses 
of the organization's electronic records management and database management requirements. The 
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employee. having developed expertise in various aspects of efeclronic records and database management. is 
independently responsible for planning and carrying out the work. resolving most of the issues or contlicts 
that arise, applying and interpreting policy on own initiative in terms of established objectives. The 
supervisor is kept informed of progress. potentially controversial matters or unusual conditions with far
reaching implications. such as security violations. Supervisor reviews completed work for soundness of 
overall approach, adherence to requirements, effectiveness in meeting requirements and feasibility of 
recommendations. Methods used are not normally reviewed by the supervisor. 

Factor 3, Guidelines Level 3·3 275 Points 

Guidelines include agency, command and local standards, regulations. and technical guides for specific 
program areas which are not always completely applicable. or have gaps in significant areas. The 
employee is required to interpret. adapt or modify existing guides and precedents for application to the 
assigned project or gather considerable information to supplement gaps or lack of specificity in dealing 
with particular problems. Judgment is required in relating precedent approaches to specific situations. 
Established guidelines often must be interpreted. 

Factor ... Complexity Level 4-4 225 Points 

The work involves gathering information. identifying and analyz.ing issues, and developing 
recommendations to resolve substantive problems of effectiveness, efficiency and/or applicability of law to 
satisfy a wide variety of user requirements. Also. deals with problems and relationships of a procedural 
nature. The work requires the application of qualitative and quantitative analytical techniques which 
frequently require modification to til a wider range of variables. Subjects and projects assigned consist of 
issues, problems, or concepts that are not always susceptible 10 direct analysis and application of 
guidelines. Information about the subject is otien conflicting Of incomplete. cannot readily be obtained by 
direct means. or is otherwise difficult to document. Difficulty is encountered when interpreting public laws 
and National Archives Records Administration (NARA) policies when determining ofticial/unofficial and 
historical records. including e-mails. retention and data collection within command and component IT 
systems. Individual must remain aware of constantly changing technological advances within the 
information technology field, specifically. in the computer network arena. The employee is often required 
to refine existing work methods and techniques for application to the analysis of specific issues or 
resolution of problems. 

Factor 5, Scope and Effect Level 5-4 225 Points 

The work involves establishing criteria to measure and/or predict the attainment of program goals and 
objectives, developing related administrative regulations. promulgating program guidance for application 
across organiz3tionailines, and evaluation of program compliance. The employee must optimize and line 
rune performance, troubleshoot problems ranging from common to complex, and evaluate and recommend 
upgrades, modifications, and enhancements to the existing network processes. Exercises judgment to 
identify, determine the nature and potential sources of and select appropriate actions in response to 
problems; evaluate lest data, and anticipate customers' needs for information and assistance. The work 
conlributes to the improvement of effectiveness, erficiency and consistency of program operations and 
administrative support activities within the command. 

Factors 6, Personal Contacts/Factor 7, PurlJOse of Contacts LeveI6-3n-313 110 Points 

The employee regularly meets and coordinates with supervisors, program managers. technical subject 
experts. including ci viii an contractors within the different functional areas of the command and its 
components. Outside of the command. employee frequently has contact with commercial vendor 
government reprcsentatives. OSD. CJCS, DOD NARA, and other Combatant Command officials. 

The purpose is to plan, coordinate, and advise managers and approving officials to obtain or commit 
substantial command and component resources to properly develop, implement. and manage Records 
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Management and o!her information management programs; such as, Freedom of Information Act (FOIA), 
Work Flow, and Privacy Act (PA). 

Factor 8, Physical Demands Level 8·1 5 Points 

The work is primarily sedentary with some walking and standing in conjunction with travel to attend 
meetings and conferences away from the work sileo May carry light items such as papers, books. or small 
computer components. The work does not require any special physical effort. 

Factor 9, Work Em'ironment Level 9-1 5 Points 

The work is performed in a typical oflice selling with visits to various other buildings or offices to support 
projects. The work environment involves everyday risks or discomforts that require normal safety 
precautions. 

CLASSIFICATION SUMMARY: 

CLASSIFICATION STANDARD(S) USED: 
I. OPM General Schedule Position Classilicalion Standards. Administrative Analysis Grade Evaluation 
Guide. WCPS-2. August 2002 
2. OPM Job Family Position Classification Standard for Administrative Work in the Information 
Technology Group. GS-22oo, covering the G5-221O, Information Technology Management Series, May 
2001 

CLASSIFICATION REMARKS: 

Series and Title Determination; 

The primary purpose of this posilion is to serve as a records prog.ram manager and to provide database 
management support to the organization to include designing. developing. integrating. and/or maintaining 
database structures. web page development and maintenance. electronic forms development. design. and 
testing. The GS-30 I series includes positions the duties of which are to perform. supervise. or manage 
nonprofessional. two-grade interval work for which no other series is appropriate. The work requires 
an31yticaJ ability. judgment, discretion. and knowledge of a substantial body of administrative or program 
principles, concepls, policies and objectives. Primary responsibilities of this position include serving as 
records program manager and providing dllwbase management support to the organization. Although the 
position encompasses work defined in the InFormation Technology Management Series. OS-2210. the 
duties do not directly match the series definitions so !he GS-301 is deemed most appropriate. There are not 
titles specified for positions classified in the GS·30l series. !here fore !he title Data Management Analyst is 
used since it best describes the duties to be performed. 

Grade Level Determination: 

FL ]·7/1250; 2·4/450; 3-3/275; 4-41225: 5-4/225; 6/7·3BI1IO: 8-115; 9-1/5 

OS·ll Point Range: 2355 - 2750 
Total Points: 2545 
Grade: OS·11 

Final Classification: Data Management Analyst. GS-301-11 
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PURPOSE OF l'USn'ION M"D ORGANIZATIONAL LOCATION: 

The prlrnury JlurJ}()se ofthis position is: To ~erve as executive program specialist in the Comma.nd Section of 
USTRANSCOM, upplying relative admini~trath'e IlJld task management systems experience to analyze, develop, 
evu!uate issues and develo» reeommendations to resolve :;ubstan!ive problems a.."ld issues of effectiveness and 
efficiency in a major c:oIllDlano configurable workflow task management syst~ms. Also, responsible f<rr managing 
resources and rroviding cltCcutive administtative support to Ihe Commander, Deputy CommruJder, CbJef of Staff, 
and USTRANSCOM staffoffices and thrc'!: component cummlUlds of Surface Deployment and Distribution 
Command, Military Sealift Command, and Air Mobilil)' COIl\m!ll1d. 

The orgllniUltlonnllocl3tion of Chi.! posldollls: United States Transportation Conumind (USTRANSCOM), 
Command Section, Office ofthe Chief ofS1aff-Joint Secretariat, Scott AFB, .IL 

ORGANIZATIONAL GOALS OR OIlJECTJVES: 

The orgsnizati()fIsl goals or objectives of this po.srtion are: Performs executive level administrative support by providing 
leadership and guidance to USTRANSCOM stafhnd its components 00 a \'arjety ofissues and correspondence lasker 
s}'Stem that deal wiL1 bolh tecb,ucal and administrative subject matters. Manages the Command staff \0 ensure 
requirements aod tasking sopport the USTRANSCOM point of view of the Commander, Deputy Commander, aud Chief of 
Staff. 

DUTY 1: 25% Critical 

Serves as USTRANSCO)l's Functiollill Proponent for task Dlanagement (e-Starting) inltilltiv~, which 
Includes the Task !'t'fanagement Tool (TMT) and SharePolnt Advises the Teclm1call'roponcnt (TCJ6 and 
AMC) regarding the cOlwl'mod'$ restructuring and alisning task activitic:s across the statrto bel1er utilize the 
Qutomation and cor.figurnble [ask tracking I:apablllties of e-staf!1llg, AnaJ>'~es, develops, and evaluates e·Staro.ng 
to develop rt<;omm\:ndatioll$ on improvements and standards, and makes recommendation presentations to tho 
board. Works with directorates to facilitate or effect those rccommendatio:ls. locumbcnt applies qualitative and 
quanttative Bllalyticnl techniques that frequently require modification to fit a ....ide range of variables to ensure 
accurate rl:'poning aIlO tracking. Establishes, develops, and maintains effective working relationships with TMT aDd 
SharePoint IT points of contacts to include. progr.·\/nmers, contractors and staffsyslcm administrator:;. Provides 
advisory services 10 the dil'cctill'lltes concerning the e-Sta.ffiog program, policies, instructions, and supportwg toolset 
e,apllbilitics and c()n.figuration. 

STANIHRDS: 

A. EffectivelY!ll1d prof~ionally establishes and maintaws e.Staffing functiooal user rdponsibilities, wcluding 
supporting toollOats, witb few exceptiolls.· 

B. Typically provides timely and professional inputs to recurring and intermittent e-Staffing management issues and 
ensures the task maungement programs are properly aligned "ith command ponfolio objectives. 

C. Con.~istently ensures Commmd Directorates arc kept up to date on all c-Stll.ffing management issue~. 

KSA: 1,2. 3, 5 

DUTY 2: 20% Critical 

Tasks tbe sfarr lind comJlonenl~ based on receipt of ta$k. Searches f! variety ofsourc·e, to select Information appropriate 
to the task and outlines the deliverable end timelino required for response. Verifies relevancy, adequacy; IUld sustainability, 
nttaioability, accuracy, and completcncss ofthe infommtion and recommendations. Guidelines require considerable 
adaptation and/or wterpreuwoll for application 10 e·Staffillg iUIJ~ and problems. Responsible for coordinati.ng with 
comma."ld staff offices to ellswe all major areas of CQn~ern arc (;Overed, as pertains to funding of the applications, 
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Employing capabilit\cs of e·StIl..ff'mg and SharePoint. creates reports for the Commander, Deputy Cummilnder, lImi Chief of 
Staff, odvising status ofall active caskel'll. Assigns and monitors all command deadJin~, tasks, and requirementS for 
USTRANSCOM srnff and component commands. Re)lorts (lumber oftaskers by dircctorate/staffi'component COl1l.!nand for 
staft'metric8. Prepares Excel spreadsheets 00 t~~ker stattlS. Prepares Pow~rPQint slides on overdue caskers and weeldy new 
laskers for v:tting Ih.-ough the Deputies Council. 

STANDARDS: 

A. With few Clt(:<::ption$, accUl'"ately documents planniug aDd program development and produces well thougtt oul 
nnd developed proposals and «IncJU:iOI1S in a tLmely manner. 

B. Almost always coordinates effective actloos wllll all orgnnizations having input or being affected by plans and 
programs. 

C. Tasks are perfonncd o~ time aad accurately or rescheduled prior to suspense date. 

KSA: 1.2,3,5 

DUTY 3: 15% Critical 

As member ollhc Coiiflgurati()ll ControlllounJ (CCO), prepares and delivers wrItten and oral preseutatltms 
such lIS briefings, training s~slonli', lind cOOlslIitlltion scsslons to sccur~ cooperation acrcss the staffand . 
compommts in lUI ellbrt 10 resolve controversial m.uers Blld convey information relative to PfOl)\)$cd changes to e
Staffing aod SharePoinf. As CCB member, coordinates ~d resolves problems willi the tec:m.ical proponents.

" . 
STANDARDS: 

A. Generally prcpflflls and prescots effective cornprchl.'nsi\'c oral prcsclltatioDS in assigned area. 

B. Almost always, effeclively represents the command with professionalism. 

KSA: 1,2,3, S 

OtJTY 4: 20% Criticai 

Responsible for the enforcement 01 policy, proce-dllres, cOlltent, quality, Rnd editing of 011 USTRANSCOM 
i:orreSpOl1deIlC(! submitted to tbe Command 54)cllotl. Researcbe.s, solicits, and 51:1ects materia! and infon:natioll to 
be rC\lj:wed lIad/or signed by the USTRANSCOM COlIllllandH, Deputy Commander, and Chief of StaN: Prepares, 
edits, and coordinates correspondence and ensures technical ilnd administrative ac-curacy Ihrough knowledge of 
policics. proce(iurcs, aad guidelines. ResPQllliiblc for independent resolution of issues concerning technical and 
titerary merit of m<lterial. Responsible for recommending teclulical ways to authors to improve documents and 
repons. Establishes, updates, and maintains office procedures and records of various typt:s !h.lt may be Deeded or 
will assist in the.efficient operation of me offic~. Provides advice and guidance to subordinate directorate staffal'ld 
clerical persnnnel on the conune.od's adminlstmtivc. c1C!jca~ and procedural requirements and instru<:tions, lUlU 
assists in solving complex prob:ems to \\'bich existing guidelines cannot be applied. Develops, establisbes, and 
maintains office procedures to CllS'U.tC efficient and effective operations regarding the administrative, clerical, and 
procedu.ral work oHhe unit . 

\. 

STANDARDS: 

A. Almost always advises office staffproperly and in accordll:lce with ruics, regulations, and policies to ensure 
consistency and regulatory complilUlce. 

B. Consistently researches and verifies acctmlcy. currem:y, and completeness of iDforma1iol1ln cOlTe~pondence, 
reports, etc. 
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C. Effectively exercises diplomacy in provitling guiL'iGl'lcC to higb level officials, managers, supervisors, and project 
officers:. 

~i\: 1,2.3,4,5 

, 20%DUITS: CritiCllI, 

Establl.shes, mnintnins, !lUrges. and disposes of files nnd records in 'accordance with IlstaltH.hcd rcgul:liions nnd 
pro(.edures. Mal' be required to make \:revel arr.lOgcments. Prepiltes, cOllsolidatc~. submits, and maintains time aDd 
attelldance records in eceorda.'lee with established proced\Jre~. Researches and purchases office supplie~. printing support, 
and related materials and servites. Responsible for receipt, ~ntrol. logging, safekeeping. aod necessary actions on all 
classified materials. Uscs varied and advanced functions ofword processing software to create. format, modify, edit, and 
print 1/ variety of letters, reports, memos, and other texNal documents. Uses advanc.ed functions to geoernte tables of 
content.!l, import graphs or databases, create glossanes, and align multiple 'columns. Performs such fWlctions as add, cop)" 
correct, delete, or move lext; automatically print document identification or other nO!atio!1~ at the top or bottom ofeacb 
page; auromatically number pages; creale !omlletters and automatically merge the$e with mailing lists: check d()C\lmcnt~ 
for spelling errors; designate seme characters (ll boldfaced, UlIderlined, and/or ita.iic; and search fOT and change specific text 
withlo Il document. Independently carrie. OUI familiar IISsign,'uents in accordance with prcvious instructioos, standard 
procedures for treating documents or entering or retrieving data, and establisbed use of s(.}f\wl.l.re packages. Recognizes 
differences in existing procedures and applicarions and makCJ choices from among established ahernalive~. Steps and 
procedures differ in terms oCthe t)pc of document or specific report to be produced or edited. !he specific formatting 
required for a document, tbe elcistence ofprerecorded tonnats. Illld other differellces of a factual nature. Receives Bnd 
transmits electrolJic nlail. . 

STANDARDS: 

.A. GCDI."relly flits. lravc:l arrangemcl:rs, and time and atte:1danct: records arl! accurate. timely, and nearly illw<lYs satisfy 
cornrn:llld staff requiremenls. 

B. TypicnUy uses word processing software effectively Bnd appropriately to prepare/develop aCCU!llte and useful 
dacu.meol$. 

C. Routinely receives and Il1Insmit$ electronic messages ane! documents promptly nod appropriately. 

KSA: 3,4,5 

RECRUlTMEf',"T KNOWU:DGES, SKlLLS, At'ID ABILITIES (KSA): 
\J 

1. Knowledge ll.'2d skill in applying analytical and evaluative methods and techniques to issues or stlldies 
concerning the efficiency and effectiveness of program operatons toward development andlimprQvemctlt of critical 
command task management plans nud programs. 

2. Skill i., desigJ'lillil and conducting comprehensive f>ruclies, and preparing solutioDS to resolve substmlive problems 
and issues ofeffecliver.ess and efficiency ofwork operations end task management functions ina major command 
program. 

3. Knowledge: of various office uutumaliQo software proct:ssitg proceilures and function keys to produce a wide 
range ofd\lCumcnts that often require complex fonuat"l such as lcrapnic5 and tables wiiliin text, to edit and reformat 
elee:tronic drafts, and to updatt: and revise existing databases or spreadsheets. 

4. i\blliry ofcommunicete both orolly and In wrl1lng. clearly, I.:oncisely. and with technical accuracy, 

S. Ability to plan. organize, and negotiate effectively with senior llIlalys!s and management to occ.ept Rnd implement 
recolDlllcndatiCtns, where proposals involve substantial resources, and require extensive Chflllgc5 in established 
concepts nnd procedures. 
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ICl#A.'iSlFJCATION CRlTERIA: I 
Factor 1, Knowledge RC'quired by the PosItion Levell·{} 950 Points I 
- Skill in applying analytic!!l and evaluative techniques to tbe identilication. consideration, and resolution of luues i 
or problems of a procccwoIl or factual nature. I 
-- Skill in aes!gntng lind conducting comprr:bensive studies, and developing solutior.s to assigned portions of broad, I 
important, and complex task manag¢ltnent (lctivities regll1ding the coll:unand e--Staffing, !MT, or other 
administrative services suspense and tracking tools. 

_. Ability to plan, oftanize. and develop studies or projects. making recommendations on task management activities 
and programs, and ru:gotiate effectively wilb other to 8ccept and implement recommendations. where proposals 

Iinvolve substantial resollJ'Ces. 

•• Basic knowledge or DOD IIlld USTRANSCOM policies and regulations. ad orgnnizational SITUCfUTCS, missions. ~ 
IUld functio:ls. I 

- Knowledge of word processing and task management software functions to support administrelive operalioDs and 

produce iI variety of study reports, graphs, charts, programming documents, etc. 


Factor 2, Supervrsory Controls , Level 2·3 27.5 Points 

The employee receives specitic projects in ICmlS ofissues, organizations. functions, vr wOlk processes to be studied 

along with deadlines for completiotl ofwork. The supervisor provides assistance Oil highly controverSial issues or 

on the application ofq'Jalitl'ltive or quantitative lltllllyticalllleiliods for ~tudies for which pretedell( $tudies are not 

IIvaiJable. The employee plans. ~()Ordlnlltes. nnd C!I.ITICS out the ~"Uccessivc S1eps of the project. Work is reviewed 

for conformance with overall requirements lis well as contribution to the objectives oflhc sluey. Completed work 

products are reviewed for consistency of facts IUld figures, choicll ofappropriate aaal)'tical methods. and practicality 

ofreccmmelldlltiolls. Findings and rec;ommcntllltlorls developed are reviewed prior to rtlea~e, publlcation, 0: 

discussion with management officials. 


Factor 3, Guiucliacs LeveJ 3·3 275 Points 

TIle guidelines include staodard reference· materials, texts. l!Ild manuals covering analytical methods Ilnd t~hniques 
and the subjects of tlSJIigned projects. Analytical mtlthcds contllined iII lilt guideline.q are not ulways directly 
applicable to specific work assignments; however, precedent 3tudies Oil similar SUbJ~lS may be available for 
reference. The employee mll3t usc judgmcnt 10 cnoose, il1terpret, or adapt available guidellnes because they are Qot 
completely applicab,lc 10 tlle work. Incumbent uses judgment in researching reglllatiuDs, lind i.e detennini."lg the 
relationsbip between guideliDes. program effectiveness, and productivity_ 

Factor 4, Complexity Level 4-3 ISO Points 

The worle involves dealing with problems ao.d relationships of a procedural oa!'Jre, witlli.n command with related 
functior.s and objectives. The employee analyzes the issues in the Ilssigrunent, then st:le<:1S nnd applies accepted 
analytical techniques to the resolution of procedurnl problems affecting the efficiency, effectiveness, or productivity 
of the organization and/or workers studied. Findings areprcscnted in a narrative report cO'IltflinJng a statement ofthe 
issue or problc::u, b.1ckground, observations. options for cbangl:, and recommendations for action or throuc,b II 
briefillg. 

Foctor S, Scope and Erreel Level S-,3 150 Points 

The employee plans !IIId carrlcs out projccts of H pTO.;edurul or conventional nlitUrt: to lUlprQ~e efficiency and 
productivity of organizations and employees in administrative suppon activities or orgaoizatiollS of limited size and 

DATE: Page 



• ,,, ...... -~--______ ~_. n_ .... __ v __...... ~., •• , ••••••••••••••• , ...... " ... " •••••• M •• _ •••• _ ...... ~, ••••• 

. ' 

COREPEB~NNELDO~____________________________________~N~'Ywm~b~e4~9~SuR~§~8§~3 

scope. Complet~d leparts and recoWlllcm:tations influem:e d:t;isioDS by managers concerning the internal operations 
of Ille OrganiuttiOI\ Bnd activities stud led. 

Factor 6n, Penunul CUfltactIPurposc orcoll tllets Level 617·2b 75 Points 

Contacts are "..illl employees, l'Jpcn.isors, and management officials ofthe same agency but outside the immediate 
office, or employees lIDd rep~entati'les ~fprivate concerns in II moderately struc.nued setting. 

The purpose is to provide advice to mlUlagers on noncontroversial ()rga.ni~tioo or program related issues or 
COI1Cem5. Contacts typiea1.Jy iDvolvc such matters liS identilluticm of decisiou'lllakiDg alternatives; appraisals of 
sllccess in meeting goals; at recommendations for resolving administrative problems. 

Faclor 8, Physlcnl Dtmonds Level g·l 5 Points 

Work is generally performed in an office 3etting. A roodcrateamount ofwalking and standing is required wben 
attcmding mee~ings and conferences, and in visiting other offices W'ld buildiDgs. , 

Fllctor9. '~'ork Environment L~ve! 9-1 5 Points 

Most work is perfo.nned ill a properly heeted QJ1d ventilated. air conditioned, and well-lighted office setting. 

Othtlr sign incant facts pc:rlailling to this posltloll are: 
I. Work may occasionally require travel away from the normal duty statiol1 o!rmllitary or commercial aircraft 
2. May be rt'quired to work sbort notice overtime or on weekends. 

CLASSIFICATION SUMl\'lARY: 

CLASSIFICATION STANO.A1ID(S) USE.D: US OPM pes for Miscellaneous Administr~ti(Jn and ?rogrnm Series, 
OS-0301. TS<34, dated Jan J979; US O!)M Administrative Analysis Grade Evaluation Guide, TS-98, dated Aug 
1990. . 

FACTOR LEVEtS AND POfi';"TS: 1·6,950; 2-3, 275: 3·3, 275: 4-3,150; 5-3, 150; 6-2/7b, 15; 8-1, 5; and 9·1,5 
GS·09 Point Range: 1855-'210() 
Total Points: 1885 
Grade Conversion: GS·09 

CLASSIFICATION REl'>1ARKS: 

CLASSIFICATIOJIi RE MARKS: 

I. Series Determinalion: The position pertornls duties to serve 3S USTRANSCOM's Functional Proponent for task 
management (e-Staffing) initiative; <ldvisr:.s tile Iechiiical P:opollent (TCJ6 and A.MC) regarding comlIUmd's 
rCSO'I.\cturing lind aligning task activities across the staff to bl:tter utilize automation and r.onfigurable task 1rackiIlg 
capabilities of c,Slafflng: TheJc is no specific oc.cupational series which cove~ this type of work; therefore, the 
posillon is aUocated to the OS-030 I series. 

2. Title Determination: Thcre IIrC no prescrib~d !ides for positions aJlocated to the GS-30 I series. Based on current 
duties. the Clost descriptive title is 10int Secretarial SpeciaJist. 

3. Grade Detennination: The position was evaluated by epplication of US OPM ,A.dmiDistrBtive Analysis Gnde 
Evaluation Guide. The slll.l'ld3Id provides grading criteria Wlder the Faclor Evaluation System (FES). 
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NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) STANDARD POSITION DESCRIPTION (SPD) 

POSITION AND HIRING INFORMATION CLC: OW8A Comp Area: AA 

1. STANDARD POSITION 2. POSITION TITLE 3. OCC.UPATIONAl CODE 
NUMBER 0301 

43306 Assistant Chief of Staff 
4. ORGANIZATIONAL TITLE 5. CAREER 6. PAY 7. PAY 8. TARGET 9. OPM FUNCTIONAL 

GROUP SCHEDULE BAND PAY BAND CODE 

Assistant Chief of Staff 0301 YA 03 03 

10. DRUG TEST 11. BUS CODE 12. FAIR LABOR STANDARDS ACT 13. DOD SUPERVISORY 
88BB-5USC Ch STATUS & AF SL 

X YES NO 7112(b)(1 ) _N...A..S. 5CFR551.206 DoD-5fAF-5 
14. KEY/EMERGENCY 15. MOBILIZATION INDICATOR 16. ENVIRONMENTAUHAZARD 17. CERTIFICATION REQUIRED 
ESSENTIAL DIFFERENTIAL 

- YES.x... NO 
Key N/A N/A 

18. POSITIVE EDUCATION REQUIREMENTS 19. LANGUAGE REQUIRED 20. LANGUAGE IDENTIFIER 

YES ~ NO -- YES _x_NO N/A 

21. FINANCIAL STATEMENTS REQUIRED 22. POSITION SENSITIVITY 23. PAY POOL IDENTIFIER 2~: LAUTEN BERG/SMITH 
AMENDMENT 

X YES No Critical Sensitive - YES lS..NO 

25. DUTIES 
The primary purpose of this position is to serve as senior technical advisor and executive administrative manager to the 
USTRANSCOM Chief of Staff. Provides executive leadership and direction in the formulation, development, and 
execution of a full and complex range of management command functions, which includes: protocol, public affairs, office 
of secretariat, information management, and facility management. Develops goals, oversees the development of policies 
and procedures and objectives that integrate the Commander's management and mission objectives, vision, and strategy. 
Recognized as a command expert in the development and interpretation of TRANSCOM guidance in support of program 
analysis and evaluation, and special Command's projects. Provides senior expert professional consultative functional 
skills in applying and developing workable strategies and implementation for command initiatives to senior leaders. 
Represents the Chief of Staff by serving on various committees, working groups, variety of command and functional area 
organizations. Attends meetings and conferences with senior leaders and officials and acts as the Chief of Staffs "trouble 
shooter" in resolving complex command issues and problems. Oversees through completion highly complex, extremely 
sensitive analytical studies that require input and assistance from senior leaders, managers, experts, and subject matters 
experts in fields that are important to the command vision in rapidly changing and challenging times. Works at the 
executive level to determine over arching command wide areas of improvement. Prepares a variety of documents such as 
analytical reports, program assessments, briefing malerials, decision memoranda, correspondence, and other documents 
related to the specifiC areas of assignment. May be required to act as the Chief of Staff during Chief of Staffs absence 
with full supervisory responsibilities. 

26. POSITION'S ORGANIZATION 
USTCITCCS 
27. POSITION OCCUPIED 28. a. DUTY STATION (City - County - Siale Or Overseas location) 

Scott AFB, Illinois, IL 
Competitive b. GEOGRAPHICAL LOCATION CODE 

177835163 
29. Core Competencies 

Air Force Skill Codes: 

I Percentage Skill Code I Shred Subshred I Literal Translation 
i 50% AKM I I Officer/Administrator 
150% ARl • Program Analysis 

I 

DO FORM 2918, Jul2006 
Air Force SCPO Automated Form - Jul2006 
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NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION 

30. COMPON5NT IUFORMATION 

a STI\NDARD OCCUFA liON coce (SOC) t;>. NATIONAL GUARD BUF.EAU :: AIR/ARMY RESERVe 1ECHN;CIA:-" 

I
 D DUAL STATUS D N>J/I.·DUJ\L STATUS 
 OVliS [EJNO3(,1 
'<1 A" ""S~:>=-E\"::-~~:~-=o-=n'::"Ei-'---'Tit--R-O-L-E : SPEC ALTV -------+g-S-':-O-P-E·-"'-N-:-Il-M-P-r.-C-T-------' 

M:, C:CCU~ATIONl·L SPEC 

NlA 

-:" 	O.~G;,NIz,.:.TIO:'I"
E"'''II~ONf,IENT 

COCOM 

I. ----------~--~·--T--~~~~~~~I CAREER FIELDI i RESE.=iVED FOR COMPOHENT USE 31. PPP OFTION CODE
COMW.UNITY 


E 
 NfA 	 N/A 

32. SKILLS INFORMATION 

1. 	 ElCpl~rt knowledgo of administrative management support functions, principles, technIques and programs. 
2. Expttrl know'edge in developing, adapling. modlrying. and applying advance mgt principles & techniques to defjnl~ 


clarify andlor solve problems. and to negotiate and defend findings and altetnal:ve solutions ror senior revel mgt 

3. Kno."ledgo cf the missio1. reles. functions. org<lnizalional structures nnd operations 0' USTRANSCOM. 000. AF. 

and or~:anizatio:ls that gO·/ern. interface with .md/or innuance IIle command. 

·k Master/ kno"'Jledgo or application of qualitative nnc; quantit::llive me~hods for assessment and imprcvement of 

pr.)gram eff9cli\'en~!s!i. 


5. AbUt}" to cornmunicallt c-ffcclively with others, bolh oral11 and in wrilir;g: in sltuallons [0 work out Solulions to 

se~slti'.·3 compltilx problems or issues. Ability 10 promote effective wor1<ing relal!Ollships. 

6 Anal/tical ability. judgment. discretion. and knowledge of a substantial body of administrative or program principles. 

concepts. pollcias. and objectives. Aomty to balance program requirements againsl ovorall management goals. 


Jl. CONCITIO~~S OF APPOINtMENT 

r:1ay !)~ rec;,'Jire.J 10 travel b} mililal)' and/or civilian airc~afl in the per:orrnancQ of official duties. 

3.$. OTHER ReQUIREMENTS 
-3~OO~O~~~E~S~E~R~VC~~~~rb-.~D-O~O-RE~S~E~RV-E~O~--~~c-.OO--O--R-ES-E-·~---O----~d-.-O-OO--R-E-s-e-R-V-E-o----~e-.-C-O-M-P-o-r-larr---U-S-E--'--

I 
25. AUTtiORIZED MANAGEMENT OHICJAL 

~cUAt ~",,~~:A."'-___ o TITLE. IC CATE (VYYflMM'oCj 

\N:LLlAM H. JOHNS~MG. USA CHIEF OF STAFF 	 . 2008/08/19 
I I I 

3a. CLASSIFICATION AF~OVED BY 
J. SIGN.!\TURE b. TllLL: e. DATE (YYYVtMMiOC"/ 

00 FORM 2918 (BACK). JUt 2006 
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AIR FORCE STANDARD CORE PERSONNEL DOCUi\IENT (SCPD) 

ORGANIZATION: USTRANSCOMfTCCS-JS SCPD NUMBER: 9S42735 
SUPV LEVEL CODE: 1 COMP LEVEL CODE: .~ 
TARGET GRADE: .~ ~e.-o"L FLSA: Exempt 
JOB SHARE: No CAREER PROG JD: NA I I 
SENSITIVITY: Critical Sensitive BUS: 8888 _CAW'1 ''1 tJ.,
EMERGENCY ESS: No DRUG TEST: No 
KEY POSITION: No POSITION HIST: Replaces PD #41816 

CLASSIFICATION: Supervisory Joint Secretariat, G6 391 12 QC,-301 D2 
DUTY TITLE: Supervisory Executive Staff Officer ryr /oJq/o-

ORG & FUNC CODE: 
I ST SKILL CODE: 35% ARGRFT Management Analyst, Communications Management 
2ND SKILL CODE: 35% AKTDCM Specialist/Analyst, Documentation 
3RD SKILL CODE: 30% I VHRFP Editor. Directives 

SCPD DEVELOPED AND CLASSIFIED BY: IIQ A FPCIDPCMC. 5/10/00 

CLASSIFICATION CERTIFICATION: SCPD adequately and accurately reflects the local work situation to meet 
c1a~ation. staffing, and performance management purposes . 

. .-~ ~ . 
\c::>()Ab '~.'i/''f\}\ h 

CLASSIFIER'S SIGNATURE 

SUPER\lSOR'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 thaI this infonnation is to be used for statutory purposes relating to 
appoinnnent and payment of public funds and .that false or misleading statements may constitute violations of such 
~tatutes or their im lementing regulations. 
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STANDARD CORE PERSONNEL DOCUMENT Number: 9S 

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION: 

The primary purpose of this position is: To serve as a first level supervisor, providing planning, directing, 
organizing. and exercising control over nonsupervisory employees assigned to USTRANSCOMffCCS-JS. 

The organizational loc~tion of this position is: United States Transportation Command, Command Group. Office 
of loint Secretariat and Information Management, Scott AFB IL. 

ORGANIZATIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of this position are: To provide leadership and guidance to USTRANSCOM and 
its components on a variety of issues. tasks and correspondence that deal with both technical and administrative subjects. 
Coordinates and consolidates USTRANSCOM staff and its components efforts resulting from the USTRANSCOM 
Commander, Deputy Commander. and Chief of Staff requirements and taskings. Supervises office staff efforts to accurately 
and efficiently conduct business for the USTRANSCOM staff and its components. 

DUTY 1: % Critical 

Plans. organizes, and directs the activities of TCCS-JS, ensuring that policies and procedures of the Joint 
Secretariat and Information ;\lanagement rOl' USTRANSCOi\1 and its components complies with legal and 
regulatory requirements and meets customer needs. Develops goals and objectives that integrate organization 
and USTRANSCOM objectives. Researches. interprets, analyzes and applies technical and administrative 
guidelines. policies, regulations. etc. Establishes policies and procedures for accomplishment of all written 
correspondence. taskers, records management, communication. and information management. Plans and schedules 
work in a manner that promotes a smooth flow and even distribution. Coordinates plans and schedules with other 
organization managers and customers as appropriate. Identifies need for changes in priorities and takes action to 
implement such changes. Plans work to be accomplished by subordinates. sets and adjusts short-tenn priorilies, and 
prepares schedules. Assigns work to subordinate employees based on organization priorities and consideration of 
difficulty and requirements of assignments such that the experience, training. and abilities of staff are effectively 
utilized to meet organization and customer needs. Balances workload and provides advice. guidance, and direction 
on a wide range of technical and administrative command issues. Structures assignments to create effective and 
economical positions. Coordinates with other organization managers and customers as appropriate. Reviews 
organization mission, functions. and manning. Identifies requirements and initiates requests for additional resources 
including personnel. overtime. equipment. supplies. and space to ensure success in meeting goals and objectives. 
Provides advice 10 supervisor ofsignificanl issues and problems related to work accomplishment. Establishes 
metrics and analysis systems to ensure actions are timely and reviewed at critical points. Accepts. amends. or rejects 
work presented by subordinates. Performs self-inspection and presents detailed and comprehensive report with any 
corrective action taken to supervisor. Follows-up to ensure complete and quality resolution of discrepancies. 
Assesses and revises policies and procedures as needed to fmd ways to improve quality, timeliness. and efficiency of 
work. 

STANDARDS: 

A. Planning. organizing, and directing efforts typically comply \\oith higher headquarters guidance and achieve 
organization and customer needs. 

B. Management of resources normally meets the needs orthe staff and customers adequately and effectively. 

C. Methods established to review actions are usually effective and ensure legal and regulatory compliance issues 
and/or customer concerns are promptly identified and addressed. 

KSA: 1. 2,3,4 

DUTY 2: % Critical 
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STANDARD CORE PERSONNEL DOCUMENT 	 Number; 9S 

Exercises supervisory personnel management responsfbDltles. Advises and provides counsel to employees 
regarding policies. procedures. and directives of management. Selects or recommends selection ofcandidates for 
vacancies. promotions. details. and reassignments in consideration of skills and qualifications. mission requirements. 
and EEO and diversity objectives. Develops, modifies, andlor 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. ElTects 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 elTective mission accomplishment. Discharges security responsibilities by ensuring 
education and compliance with security directives for employees \\ith access to classified or sensitive material. 
Recognizes and takes action to correct situations posing a threat to the health or safety of subordinates. Applies EEO 
principles and requirements \0 all personnel management actions and decisions. and ensures all persormel are treated 
in a marmer free of discrimination. Periodically reviews position descriptions to ensure accuracy. and the most 
effective utilization of persormel resources. Explains classification detenninations to subordinate employees. 

STAi"iDARDS: 

A. Persormel management actions initiated are typically prompt, accurate. and well considered in terms of mission. 
legal. regulatory. and EEO objectives. 

B. Consistently observes and complies with health, safety. and security directives. 
I 

'--	 C. Ordinarily recognizes and arranges for training of subordinates in a timely marmer. 

KSA: 1. 2. 3,4 

DUTY 3: 	 % Critical 

Represents USTRAJ"ISCOM with a nriety of installation and functional area organizations. Establishes, 
develops. and maintains elTective working relationships with Office of the Secretary of Defense (OSD). Department 
of Defense (DOD). Air Force. Joint Staff, component commands. other agencies. and industry. Meets with key 
customer and coordinating officials to assess customer satisfaction. explain organization policy and procedures. and 
resolve problems that arise. Provides or ensures that subordinates provide customer guidance and training. 
Participates in special projects and initiatives and performs special assignments. Identifies the need for special 
projects and initiates milestones and goals. Evaluates reports by analyzing facts and performing appropriate research 
and prepares detailed responses. Determines appropriate recommendations for unresolved or questionable problems 
and performs follow-up. Researches and determines or recommends appropriate actions or interpretation of issues 
that impact organization. installation. cOlTU11llnd. or agency. 

STA1'IlDARDS: 

A. Interactions with internal and external officials and/or customers are usually diplomatic. convincing. proressional. 
and promote effective working relationships. 

B. Recommendations are almost always thoroughly researched and analyzed to ensure all issues are properly 
addressed. 

,-". 	 C. Typically ensures panicipation and outcomes of special projects result in positive impact on the organization 
and/or improves quality. 

DATE: 5/10/00 	 Page 3 



STAl\TOARD CORE PERSONNEL DOCUMENT Number: 9S 

KSA: 1.4 

DUTY 4: % Critical 

As Executive Staff Officer, manages tasks and responds to tasldngs of the Command and its components and 
ensures the policies of the Commander, Deputy Commander, and Chief of Staff are carried out. 
Independently delegates laskings to high ranking management officials with a high degree of lacI and diplomacy. 
Responds to short-notice requests to assign special duties or projects. Responds to taskings related to a variety of 
complex issues and programs. including the requirements for short notice products concerning issues such as 
transportation, logistics. budget resources. information systems. etc. Assists in the development and interpretation 
of policies for assigned programs by conducting background research and developing apparent options. Reviews 
talking papers. program fact papers. staff summary sheets, packages, etc., as required. Directs the development and 
implementation of internal and external controls and performance measures for all programs for which responsible. 
Determines trends and patterns and identifies concepts, methods, and techniques having possible impact on levels of 
application. 

STANDARDS: 

A. Almost always ensures effective. proactive approach in independently accomplishing assignments. 

B. Normally tasks are performed on time or rescheduled prior to becoming delinquent. 

C. Maintains a current knowledge of and compliance with. all guidelines. policies. procedures, and regulations 
associated with responsibilities. . 

D. Normally is effective in presenting and resolving issues. program considerations, and technical interests to high 
ranking officials. managers. supervisors. and employees both internal and external to Ihe command. 

\ 

"-" KSA: All 

DUTY 5: % Critical 

Directs the development or develops and prepares comprehensive responses for all assigned program Inquiries; i.e., 
congressional, 050, DOD, Joint Staff, component commands, other agencies, pr["ate sector, etc. Plans and executes 
a variety of projects and assignments essential to USTRANSCOM and as directed by the Commander, Deputy Commander, 
and Chief ofStaff. Appropriately tasks concerned organizations for data and draft responses to inquiries. Highlights 
critical elements of each inquiry. ensuring Ihe most important items are addressed. Secures comprehensive coordination of 
all responses. Prepares or directs the preparation of papers, reports, correspondence. etc. Represents the Commander. 
Deputy Commander, or Chief of Staff at meetings concerning command plans, interpretation of policies. special events, and 
projects. Participates in discussions with high-ranking military officers and civilians to explain Ihe command's position. 

STM'DARDS: 

A. Actively and effectively articulates the command position as appropriate and participates in the resolution of issues. 

B. Almost always independently identifies the need for and initiates special projects and studies. 

C. Ensures final product meets stated objectives, addresses pertinent issues. and reflects an understanding of the impact of 
the project andlor final product. 

KSAs: All 

DUTY 6: % Critical 
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STANDARD CORE PERSONl\TEL DOCUMENT Number: 9S 

Responsible for polley, procedure, content, quality, and editing of all USTRANSCOM correspondence 
submJtted to the Command Section. Researches, solicits and selects material and information to be reviewed 
and/or signed by the USTRANSCOM Commander, Deputy Commander, and Chiefof Staff. Assigns and monitors 
all deadlines, tasks and requirements for USTRANSCOM and its components. Obtains written and oral guidance 
concerning relevance of subject matter. Prepares. edits, and coordinates correspondence and ensures technical and 
administrative accuracy through personal knowledge and use ofpolicies. procedures, and guidelines. Consults with 
command section. directorates, and component commands concerning major changes. Resolves disagreements 
concerning technical or literary merit of material. Suggests ways. means. aod techniques to authors to improve 
material. 

STA.l'IfDARDS: 

A. Consistently researches and verifies accuracy, currency, and completeness of information of correspondence, 
reports. etc. 

B. Effectively exercises diplomacy in providing guidance to rugh level officials. managers, supervisors, and project 
officers. 

C, Effectively consults with authors on major changes to correspondence, reports, etc. 

KSA: All 

DUTY 7: % Critical 
As the Executive Staff Officer sen'es as special projects officer on communications, information management, 
resource management, etc., issues. Develops plans, policies, and procedures/guidelines. Performs unique 
USTRANSCOM directed projects. Directs/conducts studies of current or projected programs. Analyzes and evaluates 
functional areas projects, Defmes and implements improvements and accommodates management needs. Monitors 
compliance and takes action to correct deficiencies as necessary. Develops the best methods of obtaining and presenting 
USTRANSCOM position and to improve effectiveness. Investigates and analyzes a wide variety of unusual problems. 
Assesses the productivity. effectiveness and efficiency of administrative support and staff activities. Establishes criteria to 
identify and measure and/or predict the attainment of project or organizational goals and objectives. Studies. analyzes and 
seeks to improve productivity. effectiveness and efficieucy in program operations and/or administrative support activities. 
Analyzes the affects on plans, goals. and effectiveness of missions and programs that may have a major impact. Develops 
options. recommendations, and conclusions and gives appropriate weight to uncertainties about the data and other variables. 
Keeps the Commander. Deputy Commander, and Chief of Staff adequately informed on status of important command 
issues. Provides management.accurate historical, fiscal. and staffing data or trend analyses to persuasively defend 
functional area projects and programs. 

STANDARDS: 

A. Typically develops the administrative procedures, supporting policies, and training needs for assigned projects. 

B. Routinely ensures office procedures meet command needs and are consistently understood 

C. Normal.ly coordinates work flow and taskings within the Command, component commands. other agencies. etc., as 
needed, 

KSAs: All 

RECRUlTMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): 

1. Knowledge of the USTRANSCOM missions, objectives, and procedures and how those interrelate 'with other 

program areas in order to assign/monitor taskings within the Command. component commands. etc. 


2. Knowledge of a wide range of communication. to include processes, procedures. and regulations governing style. 

format and grammar appropriate for military. executive level communication. 
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STANDARD CORE PERSONNEL DOCUMENT Number: 95 

3. Knowledge of safety and security regulations, practices. and procedures. 

4. Ability to plan, organize. and direct the functions and staff of a small to medium sized organization. 

5. Ability to communicate effectively. both orally and in wTiting. 

6. Knowledge of research methods as well as ability to analyze material and write briefly, accurately. and clearly. 

7. Skill in gaining cooperation from others using tact, courtesy and diplomacy. 

CLASSIFICATION CRITERIA: 

Factor 1, Program Scope and Effect Level 1-2 350 Points 

-- Scope: 

The Joint Secretariat provides administration policy guidance and procedures to support USTRANSCOM and its 

components, The guidance. in the form of rules and regulations. helps USTRANSCOM satisfy all legal requirements 

and meet customer needs in the area of communications and information management. 


-- Effect: 

The services provided affects USTRANSCOM and its components on a variety of issues, tasks and correspondence 

that deal with both technical and administrative subjects. 

Factor 2, Organizational Setting Level 2-3 350 Points 

The employee is accountable to the Chief of Staff which is a general officer position. 

Factor 3, Supervisory and l\lanagerial Authority Exercised Level3·2c 450 Points 
The incumbent plans and schedules work to be accomplished by subordinates. sets and adjusts short-term priorities: 
assigns work in consideration of employee skills 3ndmission requirements: develops performance standards and 
rates subordinates' performance: advises employees on work and administrative matters; implements methods and 
procedures to improve organizational performance: and identifies and provides for employee training and 
deve lopment. The employee also recommends selection ofcandidates for positions: recommends position structure 
changes; takes disciplinary actions and hears and resolves formal employee complaints and grievances as delegated 
by higher level management: and assesses and revises policies and procedures as needed to find ways to improve 
quality. timeliness, and efficiency of work. 

Factor 4, Personal Contacts 

Subfactor 4A- Nature of Contacts Level4A-3 75 Points 
The employee has frequent contacts with all levels of management, including General Officers and Senior Executive 
Service (SES) members, located at USTRANSCOM. the component commands. Air Force. Joint Staff. other 
agencies and industry. Contacts range from informal discussions to very formal meetings. Meetings sometimes 
require extensive preparation ofbriefmg materials and substantial input by subordinate organizations. 
Describe the personal contacts. and how often and setting of contacts. 

Subfactor 4B- Purpose of Contacts Level4B-2 7S Points 

The purpose of the contacts is to ensure that infornmtion provided both within the command and to external I 

customers is accurate. consistent and meets the needs of the interested parties. The employee is required to articulate 
the conunand position as appropriate on issues and participate in the resolution of issues. 

Factor 5. Difficulty of Typical Work Directed Level5-S 650 Points 
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The position is responsible for providing direction and supervision over work at the GS-9/1 1 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. 

Factor 6, Other Conditions Level 6-3 975 Points 
Supervision and oversight at this level requires exceptional coordination and integration of a number of very 
important and complex program elements of administrative work involving the establishment and monitoring of the 
regulations/policies for all written correspondence. taskers, records management. communication and infonnation 
management for USTC. This work is best described as equivalent to the GS-09 level administrative work that places 
significant demands on the incumbent to resolve conflicts and maintain compatibility or interpretation, judgment, 
logic. and policy application 

Other significant facts pertaining to this position are: 
I. Work may occasionally require travel away from the nonnal duty stalion on military or conunercial aircraft. 
2. Incumbent must be able to obtain and maintain a Top Secret clearance. 
3. May be required to work short notice overtime or on weekends. 

CLASSIFICATION SUMMARY: 

CLASSIFICATION STANDARD(S) USED: US OPM pes for General Schedule Supervisory Guide. TS-123. April 
1993. revised in Apri11998: and DOD Supplementary Guide to the GSSG, June 1993 (HRCD-7, July 1999). 

GS·12 Point Range: 2755 - 3150 
Total Points: 2925 
Grade: GS-30 1-12 
CLASSIFICA TION REMARKS: 
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PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION 

The primary purpose of this pOSItIon IS To serve as the prunary A vlatlon Transportatlon Information 
Technology (IT) specIalIst Morutors avatlablhty and readmess of the Operattonal Support Airlift (OSA) enterprIse 
Analyzes OSA pobcles and programs CoordInates OSA airlIft analYSIS ISsues for USTRANSCOM Commander, 
combatant commanders, Jooot staff, and ServIces Understands and mtegrates the roles and responsIbilities ofJDDE 
m an effort to optuntze the dIstributIon process Apphes Customer ReiatIonsrup Management (CRM) prmclples to 
unprove customer support by better understandmg their needs and reachmg to them effectIvely 

The organizational location of thiS posItion IS USTRANSCOM, Operattons Directorate, Jomt OperatIonal 
Support Airlift Center, Scott Air Force Base IL 

ORGANIZATIONAL GOALS OR OBJECTIVES 

To enable USTRANSCOM to meet responsibIlitIes as the DoD smgle manager for the overarchmg OSA enterpnse 
and to IdentIfy the most approprIate and responsIve forces, best capable of meet10g Idenhfied requirements To 
enable USTRANSCOM to mamtam Total Asset VISIbIlIty and In-TransIt VISlblhty (TAV /lTV), mfluence effectIve 

. schedul1Og, and prOVIde mformed fleet-sIzmg recommendatIons by traclang avadabIhty and utlhzatIon of bmited 
OSA resources 

DUTY 1 15% Crlttcal 

Serves as adVisor and primary techmcal systems expert PrOVIdes adVIce and technical expertise In the use of 
various mformatlOn technology transportation systems Ensures Information Technology (IT) systems 
utIlized by the OSA enterprIse collect and prOVIde appropriate and tImely data to all OSA stakeholders 
Mamtams familianty m the use of mformahon technology transportatIon systeIns, 1 e GDSS, SMS, GIN, 
JALIS/JALIS NG, Logbook and others to momtor enterpnse operatIons Mamtams and makes reqUIred 
modlficatlons to the ORACLE databases withoo aSSIgned areas DeSIgns and codes w1Odows based chent server I 

programs so that they are adequate for the miSSIon needs Communicates routInely WIth stakeholders mvolved m \ 

the OSA process Momtors and mamtams transportation systems whIch support the needs of DoD OSA 
EstablIShes and ma10taIns IT securtty Plans and unplements securlty technIques and procedures to ensure 
organIzatIon and agency standards are met Accompltshes rIsk analysIS, accredltatIOn and certIfication packages 10 
accordance With agency reqUIrements and tune frames IdentIfies the need for speCIal projects and lntuates 
mIlestones and goals Evaluates reports by analyzmg facts and perfonrung appropnate research and prepares 
detailed responses Determmes appropnate recommendatIons for unresolved or questtonable problems and performs 
follow-up Researches and detenrunes or recommends appropnate actIons or 1Oterpretatlon of Issues that Impact 
organIzatIon, mstallatlon, command, or agencY Develops and produces bnefmg presentatIons to support the 
l)lvlSIon Cruef and semor USTRANSCOM staff 

STANDARDS 

A EffectIvely queries relatIonal databases, accurately analyzes data, and prOVIdes wrItten and oral reports on thIS 
analYSIS 

B With few exceptIons, demonstrates expert technIcal knowledge's and sound analytIcal slalls and technIques 

C Regularly prOVides sound adVIce and technIcal expertIse on OSA atrhft operations systeIns requIrements, makes 
approprIate recommendatIOns 

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

DUTY 2 15% CritIcal 
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As the JOSAC DIVIsIOn Operations Research Analyst and Information Technology SpeCIalIst, reVIews, 
analyzes and evaluates current or projected OSA programs to determme theIr overall effectIVeness and 
comphance wIth applIcable laws, regulatIOns, agreements and polICIes Analyzes, studIes, and evaluates OSA 
aIrlift actIVItIes across servIces, major command and geographIC regIons Coordmates With representatives of 
other orgamzallons concernmg sensitive andlor complex Issues and theIr relationships to OSA reqUIrements and 
other functIons and orgaruzatlons Based on program analysIs and reVIews, mltIates and develops OSA polICIes and 
procedures, mcludmg guIdance matenals to explam changes Analyzes OSA program obJecoves, polICies, work 
operatIons and progress, resource estlmates and usage, and any other assocIated aspects of operatmg programs 
Idenofies and prepares reports addressmg actual or potentIal program area trends, slgmficant program polIcy and 
procedural mformaoon Mamtams contInuous reVIew over asSIgned programs, IdentIfies problems, and 
recommends cost-effective alternatIve polICies and programs Mamtams constant contact With command and 
orgamzatlon personnel regardmg problems m achlevmg program requIrements and theIr Impact on logistIcs polICIes 
Composes correspondence and prepares study reports Identtfymg deCISIOns, recommendatIons, and policy actions 
mItIated to accompbsh OSA support objectIves Where reqUIred, reports the need for commandlorgamzatIon actIons 
to resolve lOgIStiCal problems or to correct defiCient performance Informs supenors on controversIal matters or 
problems and recommends correctIve action Bnefs managers and OffiCIalS on polIcy Issues, problem resolutions, 
and program accomplIshments 

STANDARDS 

A AbilIty to accurately analyze the management, plannmg, and schedulmg of future OSA transportatIon 
requIrements based on avatlabIhty of arrlIft assets, miSSion requIrements, and the complete analysIs oftransportatIon 
tren s 

B Develops accurate polIcy and gUIdance related to OSA arrlIft operations and prOVides sound adVice and techmcal 
expertIse on OSA aIrlIft operatIons 

C Regularly analyzes and evaluates polICies and objectives to IdeqtIfy slgruficant changes, potentIal problem areas, 
and measure overall effectiveness 

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

DUTY 3 25% Critical 

Performs database querIes, data analYSIS, and data reportmg Identifies systems problems and develops or 
recommends corrective action ResponSible for utIlIzmg and modtfymg eXIstIng database quenes, bulldmg 
complex or dIfficult quenes of relational databases, and makmg recommendatIons for automated reportmg 
measures Troubleshoots/resolves problems of software and hardware capabllIty WIth transportatton systems 
PrOVIdes techmcal support to the dIVISIon m the use of OSA Information Management Systems, customIzed and 
commerCIal software and corrects procedural problems WIth mIDlDlum dIsruption of dally OSA operations 
Develops procedures and recommends methods to ensure rapid access to all relevant data Develops 
recommendatIons to tmprove vanous standard databases and software Analyzes archIved data and ItS use and 
makes recommendations to ensure optlmum avaIlability and storage effiCiency Analyzes data, prepares reports, and 
bnefs leadership regardmg trends, statIstics, and anomalIes ASSists leadershIp m developmg data-supported models 
for process Improvements PrOVIdes key stakeholders cnttcal mformatIon necessary to qUickly and accurately assess 
the unpact and nsk ofproposed changes m forces or capabIlIty asSIgnment, apportIonment and allocatIon 

STANDARDS 

A Normally troubleshoots/resolves problems WIth transportation hardware and software capabilIty 

1I B Normally prOVides sound adVIce and techmcal expertise on OSA aIrlIft operations, makes appropnate 
recommendatIons ---------------- ____________________________ 1 
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C Regularly analyzes and evaluates OSA operattonal trends to Identtfy slgmficant changes, potential problem 
areas, and measure overall effecttveness 

KSA 1,2,3,4, S, (; 

DUTY 4 25% Critical 

Momtors requirements, capacIty and capabIlIties of the OSA enterprise Ensures all Jomt service owners of 
OSA assets provIde accurate, hmely and real-tlme updates of aIrcraft status mformatIon Provides oversIght across 
all servIces to aclueve TAV and m-translt-vISIblhty (lTV) m order to deltver short-notIce hlgh~pnonty airlift support 
durmg war or CrISIS Researches, mterprets, anlayzes, and appbes US Pubhc Law and DOD po/tcles to ensltre 
aIrcraft and travelers are supported VIa appropnate methods Estabhshes, reVISes, or reVIews polICIes, procedures, 
nusslon obJectives, and orgaruzatlon deSign for OSA actiVIties, ensurmg that nusslon andlor fltght safety IS not 
compromIsed Coordmates OSA nuttatlves, processes, and pohcles to enhance OSA enterpnse functions BrIefs 
USTRANSCOM leaderslup on the status and utilIzatIOn ofhnuted OSA resources 

STANDARDS 

A Regularly monitors requirements and capabllttles of the OSA enterprIse 

B In most cases, prOVIdes accurate and comprehensIve InformatIOn to customers 

KSA' 1,2,3,4,5, (j 

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA) 

1 Knowledge of the pnnclples, concepts, techn.tques, standards, processes, and guIdes of OperatIonal Support 
Alrltft (OSA) enterprIses and the abillty to relate to transportation systems 

2 Knowledge of a WIde range of IT/automated data processmg techmques, requirements, methods, sources, 
procedures, system softwarelhardware and systems development hfe cycles, analyttcal and dIagnostIC methods, 
programmmg, and systems analYSIS 

3 Knowledge of relational database desIgn pnnciples, operations, approaches used m desIgnIng, developmg, 
testmg, ImplementIng, and mamtammg, and querymg database systems that meets current and future organizatIonal 
requirements 

4 AMIty to gather facts and use effective analytical and evaluatIVe methods to assess InformatIon and make sound 
recommendations 

5 Knowledge of laws, aIr transportatIon POhCles, regulatIons and formal guIdance relatmg to OSA operations to 
mclude DOD, Jomt ServIce, Army, Navy, Marme and AIr Force, Federal AVIation Admtmstratton, International 
CIvIl AVIation OrganIzation rules, and other apphcable laws, regulatIons, mstructIons, and directives as they pertam 
to OSA arrltft operabons characterIstics, and OSA management 

6 Ablhty to commumcate effectively WIth others, both orally and m writIng, m workmg out solutIons to problems 
or questions relatmg to the· work 

CLASSIFICATION CRITERIA 

Factor 1, Knowledge ReqUIred By The Position 1250 Pomts 
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--Knowledge of a wIde range of IT/automated data processmg technIques, requIrements, methods, sources, 
procedures, system softwarelhardware and systems development hfe cycles, analytIcal and dIagnostIc methods, 
programmmg, and systems analysIs , 
-- Comprehensive knowledge of relatIOnal database design prmclples, operatIOns, approaches used m desIgnmg, 
developmg, testmg, Implementmg, and mamtammg database systems that meet current and future organIzatIonal 
requIrements 
-- ComprehenSIve knowledge of database schema deSIgns, data structures, and database query tools and 
methodologIes 
-- ComprehenSIve knowledge and slall m applymg analytIcal and evaluatIVe methods and technIques to Issues or 
studIes concernmg the efficIency and effectIveness of program operatIons Recommends procedures and systems 
for data collectIon from the OSA enterpnse 
-- ComprehenSIve knowledge of a WIde range ofOSA prmclples, practIces, procedures, and regulatIons applIcable to 
the full range of the OSA enterprIse The work reqUITes consIderable slollm applymg thIs knowledge to plan and 
accomphsh a varIety ofcomplex work assignments and/or to IdentIfy, analyze, and resolve OSA Issues or problems 
-- Knowledge of operatIons, practIces, and pohCles of the OSA enterpnse to asSist m development, mtegratIon, and 
coordmatIon aIrlIft plans and programs 
-- Knowledge of the procedures and polICIes related to schedulmg OSA operatIons across a11 semces m support of 
US government and mIlItary customers 
-- Knowledge of mformatIon technology transportatIon systems used to track and morutor the OSA enterprIse, Ie 
ODSS, SMS, OTN, JALIS/JALIS NO, ORACLE, Logbook and other current and emergmg systems as reqUIred 
-- Ability to commurucate effectIvely both orally and m wntmg WIth seruor leaders, clVlhan OffiCIalS, contractors, 
and other aIrlIft enterprIse agencIes 

Factor 2, Supervisory Controls Level 2-4 450 Pomts 

The supemsor sets the overall objectIves and, 10 consultatIon WIth the employee, detemup.es tIme frames and 
possible ShIfts m resources reqUITed The employee mdependently plans and carnes out projects and analyses of the 
OperatIons DIrectorate, Jomt OperatIonal Support AIrlIft Center requIrements, mterprets polICIes, procedures, and 
regulatIOns, m conformance WIth establIshed mISSIon objectIves, mtegrates and coordmates the work of others, as 
necessary, and resolves most COnfliCts that arIse The employee mforms the supervIsor about progress, potentIally 
controversIal matters, or far-reachmg ImplIcatIons Completed work IS reVIewed from an overall standpomt m terms 
of meetmg requIrements or achIevmg expected results 

Factor 3, GUidelInes Level 3-4 450 Pomts 

Owdelmes consIst of Federal AVIatIon AdmIDIstratlon, Department of Transportatlon, Department of Defense, Jomt 
Semce, IndlVldual Semce, PublIc Law, PresIdential DIrectIves, and USTRANSCOM aIrlIft operatIons GUidelInes 
are often lackmg, espeCIally as they relate to USTC Jomt command, requrrmg new or different methods to be tested 
whIch may provide a baSlS for the development of future gwdelmes ConsIderable judgment IS reqUIred m relatmg 
guldelmes to a workable solutIon of projects and determmmg Ifaddttlonal methods of problem resolutIon would be 
benefiCIal 

Factor 4, CompleXIty Level 4-4 225 Pomts 

The assIgnment consIsts of a vanety of OSA arrlIft analyst dutIes mvolvmg many dIfferent and unrelated functIons, 
processes, and methods that apply to OSA aIrlIft management plannmg and operatIons Incumbent must make many 
mdependent deCISIOns m plannmg for the success of JOSAC mISSIOns operatIng In and out of ordmary SItuatIons, 
mcludmg the assessment of Issues to problems that are comphcated by confhctmg and mcomplete data DeCISIOns 
regardmg what needs to be done are comphcated by the varIOUS prIontIes of the OSA customer, aIrcraft avallablhty, 
conunumcatlon requIrements, flymg umts, weather condItIons and mynad external factors Incumbent accomplIshes 
goals and dutIes of the POSItIon m an ever-changmg real-tIme enVIronment of opelabons WIth hIghest VlSlblllty 
Must plan for sItuatIons that are dtverse, but extenSIvely mterrelated and that are characterIzed by short suspenses, 
hIgh-level mvolvement from both mSlde and outSIde USTRANSCOM DIfferent techrucal approaches must be 

- - - - -- - - testedlIDcl projectJons madeTIevelopment of project controls normallYls reqUlTed10mtegrate VarIOUS pliases of tlie 
project ConSIderatIon must be gIVen to probable areas of future changes m systems deSIgn, equIpment layout, or 
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comparable aspects that will facIlttate future modemlZRtlon Proposed modIfications or new releases are seldom 
unprecedented m nature Successful management of the OSA enterpnse IS dependent upon the mcumbent's abil1ty 
to provIde accurate, relevant and tnnely mformatlon to the leadership 

Factor 5, Scope and Effect Leve15-4 225 Pomts 

The work mvolves mvestlgatmg and analYZIng Ii varIety of unusual problems, questions, or condItIOns assoClated 
With unusual mISSIOn problems and transportatIon data systems Serves as the prnnary analyst acbon officer for 
JOSAC to provide data that assIsts m the management the OSA arrlIft program Explams to and asSISts customers 
WIth appbcatlon of system capabIlttles The work contrIbutes to the nnprovement of prodUctiVIty, effectiveness and 
efficiency of OSA arrbft operatIOns 

Factor 6, Personal Contacts & Factor 7 Purpose of Contacts Leve1617-2C 145 Pomts 

Contacts mclude semor USTRANSCOM persOimeI, semor mIlItary leaders, flymg personnel of all ranks from all 
DoD branches, and locally assigned contractor personnel IndIViduals contacted vary accordmg to the Sltllatlon 
mvolved and reqwre the employee to ensure that the persons contacted understand therr respectIve roles 

Contacts are to plan, coordmate, adVIse on work efforts, or to resolve problems on the nature of OAS arrlIft 
transportation operations Contacts also mvolve recommendatIOns for resolVIng operatIons problems associated 
WIth OSA arrltft program The employee must exerCIse skIll and utdlZe Job knowledge m overcommg resistance to 

-----__reGommendatlons-especlall)Lthose-mvolvmg-eontrover.slal-lssues-and..expendlture.ot:..resources~_____________+

Factor 8, PhYSical Demands LevelS-l 5 Pomts 

Work IS prImarily sedentary Occaslonalltftmg of objects welghmg up to 25 pounds may be reqwred 

Factor 9, Work EnVIronment Level 9-1 5 Pomts 

Work IS performed m an office settmg 

Other sIglllficant facts pertainIng to thiS positIon are 

1 "Thts IS a Key Posluon" Incumbent must be removed from therr military recall statlls If alternatives for fillmg 
the posluon durmg an emergency are not avallable (AFI 36-507, AS 11) 

(
2 The employee may be reqwred to travel m Ullhtary andlor commerCIal aIrcraft to perform temporary duty 
asslgnnients 

3 Incumbent WIll obtam and mamtam a Secret secunty clearance 

CLASSIFICATION SUMMARY 
Office of Personnel Management (OPM) POSItIon ClaSSificatIon Flysheet (PCF) for MIScellaneous Admlrustratlon 
and Program Senes. GS-0301, TS-34 January 1979, US OPM PCF for Management and Program AnalYSIS SerIes, 
GS-0343, TS-98 August 1990, US OPM Senes DefirutIOn for the General TransportatIon Senes, GS-2150, Job 
FamIly Standard for Adnnntstratlve Work m the informatIon Technology Group, GS-2200, Issued May 2001, 
ReVIsed August 2003, ReVIsed September 2008. OPM POSItIon ClaSSification Standard (PCS) for Traffic 
Management Senes, GS-2130, TS-I06 July 1991, OPM introductIOn to the PCS. TS-134. Jul 95. TS-I07, Aug 91 
The Classifier's Handbook, TS-I07 August 1991 

Grade Level Determmatlon 
Factor Levels and Pomts 1-7/1250,2-4/450,3-4/450,4-4/225,5-41225, 617-2C/145, 8-115,9-1/5 
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GS-12 PomtRange 2755 - 3150 

Total Pomts 2755 

Grade GS-12 


CLASSIFICATION REMARKS 

SeTles DetermmatIon Tlus posItIon IS to perform two-grade mterval work servmg as an advisor and pnmary 
techrncal systems expert Tlus posItIon serves as the prunary AViatIon TransportatIon InformatIOn Technology (IT) 
specialist for the USTRANSCOM, OperatIons DIrectorate, Jomt OperatIonal Support AIrlIft Center at Scott AIr 

, 	 Force Base, IL Tlus pOSItion momtors availabilIty and readmess of OperatIOnal Support AIrlIft (OSA) enterpnse 
ThIS pOSItion IS a combmatlOn of 0343, 2210, and 2150 occupatIOnal senes work requrrmg the knowledge, SkIll and 
abilIty found m each senes, WIth no one senes bemg predommant and m thIs mstance, each bemg nearly equal to 
each other 

The GS-0343- Management and Program Analyst occupatIOnal series ThIS senes mcludes pOSItions that prunanly 
serve as analysts and adVisors to management on the evaluatIon of the effectiveness of government programs and 
operatIons or the productIVlty and effiCIency of the management ofFederal agenCIes or both POSItIons m thIs senes 
reqUIre knowledge of the substantIve nature of agency programs and actIVItIes, agency mISSiOnS, polICies, and 
obJectIves, management prInCiples and processes, and the analytIcal and evaluatIve methods and technIques for 
assessmg program development or executIOn and unprovmg organIZational effectIveness and effiCiency Some 
posItIons also reqUIre an understandmg of basIC budgetary and finanCIal management prmciples and technIques as 
they relate to long range planmng of programs and objectives The work requIres skill m applIcatIon of factfindmg 
and mvestIgatIve techmques, oral and written commUnICatIOns, an evelopment of presentatIons an reports s a 
program analYSIS, develops general program guIdance for and momtors detaIled operatIOns plannmg m support of 
departmental, strategIC, tactIcal, trammg, and achrumstratIve plans and programs mcludmg war/emergency, and 
mstalIatlOn plannmg for accomplIshment of operatIOnal obJectives, plannmg affectIng future mISSIOnS and new 
management concepts, based on development and evaluatIon of mformatlOn of an unprogrammed nature The work 
of thIs occupatIon IS typICally performed m a staff capacity m that the results of the work support the 
accomplIshment of the PrInCipal miSSIOn or lme program(s) of the agency or organIZatIOnal component m whIch the 
pOSItions are located 

The G8-221O - InformatIOn Technology Management occupatlOnal series ThIs senes mcludes POSItiOns that 
manage, supervIse, lead, admmlSter, develop, delIver, and support mformatIon technology (IT) systems and servtces 
ThIs senes covers only those pOSItions for whIch the paramount requIrement IS knowledge of IT prmclples, 
concepts, and methods, e g, data storage, software applIcatIons, networkmg InformatIOn technology refers to 
systems and servIces used m the automated acqUISItIon, storage, manipulatIon, management, movement, control, 
chsplay, sWItchmg, mterchange, transmISSIon, assurance, or receptIon of mformatIon Information technology 
mcludes computers, network components, penpheral eqUIpment, software, firmware, servIces, and related resources 

The G8-2I50 - TransportatIon OperatIons occupatIonal serzes Tlus senes covers all classes of posItIons the dutIes 
of which are to admInIster, supervise, or perform work mvolVlDg the planmng, drrectmg, or operatmg of raIl, motor, 
aIr, or water transportatIon systems and servIce, mcludmg posItions mvolvmg responSIbilIty for operatIon of both 
transportatIon serVIce and termmal faCIlItIes 

ThIs pOSItIon IS conSIdered as a "mIxed senes" per the prOVISIons of The Classifier'S Handbook, Chapter 4, 
"Determmmg the Pay System and Senes", "Determmmg the Senes", "MIXed Senes", WhICh states "when the work 
of the pOSItIon IS covered by two or more senes m one occupatIonal group and no one senes predommates, use the 
general senes for that group, typICally the-OJ senes, for the posItIon Use the general senes also for posItIons that 
are not covered properly the any other senes m the group but are related closely to work of the group" However, m 
some cases employees perform work that may be claSSified m different occupatIons In such SItuatIons the pOSItIon 
IS claSSIfied m the occupatIon that best reflect the POSItIon's purpose There are no speCIfic occupatIonal senes that 
covers thiS type of work The G8-0301- MIscellaneous AdmInistratIOn and Program 8erles occupational series 
mcludes POSItIons the prunary dutIes of whIch are to perform, supervIse, or manage two-grade mterval speCIalIzed 
admmlstratIve or rogram work for whIch no other senes IS appropnate The work reqUIres analytIcal abilIty, 
Judgment, dIscretion, and know edge of a su stanbal ody of admmlstratIve or program prInCiples, concepts, 
polICies, and objectIves TakIng mto conSIderatIon the purpose, duties, and requIrements of thIS pOSitIOn, It IS 
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determmed to appropnately classify thiS posItion to the 0301- General AnalysIs occupatIonal serzes 

Title Determmatlon There are no titles specified for this pOSItion classifiable to the GS-030]- Miscellaneous 
AdminIstration and Program Series Therefore, the title of "Transportation Systems Speclaltst" has been 
constructed m accordance with tltlmg mstructlons mcluded m Sectlon m, paragraph H2a of the Instruction to the 
Posltlon Classlficatlon Standards m an effort to accurately and succmctly descrIbe the nature of the work of the 
posltlon 

Grade DetermmatIon Because the Management and Program Analyst occupational serres and the TransportatIOn 
Operatzons occupatIOnal senes has no gradmg cntena of Its own, the grade level determmatlon was made by 
comparison With a standard for a closely related land of work, Ie, mvolvmg analogous knowledge and skills The 
clasSIfication for thIS pOSltlOn was accompllshed by usmg the OPM POS1tlon ClaSSIfication Standard (PCS) for 
Traffic Management Series, GS-2130, standard which employs rune factors Under the Factor Evaluation 8ystem 
(FES), each factor level deSCrIption descnbes the mnnmum characterIStics needed to receive credtt for the descnbed 
level Therefore, If a positlon faIls to meet the cntena m a factor level deSCription m any sigruficant aspect, It must 
be credIted at a lower level Conversely, the POSitIon may exceed those cntena m some aspects and stlll not be 
credIted at a higher level 

For Factor I, Knowledge reqwred by the pOSItiOn, thiS posltlOn exceeds level 1-6, as the position IS not a 
developmental pOSItion, and the work IS not asSigned to give the employee the expenence and skills needed to fill a 
higher posItion Level 1-8 IS not reached, as the mastery ofthe concepts IS not reqUITed to functlon at the level ofthe 
orgawzatlon to which servIce IS prOVIded Level 1-8 IS ofan expert analyst who has mastered the appl1catlon ofa Wide 
range of quali'tiifive andlor quanbtaflve memoas for me assessment and llllprovement of program effecn'l'le=e:;;"1ss'o;;;T'rk&'-------+ 
Improvement ofcomplex management processes and systems To reach Level 1-8, the work would have to mvolve a 
very lugh degree of analYSIS and resoiutlon of very complex or senSIove transportation problems, and the 
llllplementatlon of new developments and technology to asSIgned program areas Wlu.le this posloon mIght have to 
mterpret and adapt avrulable gutdelmes m certam sltuatlons, and lmowledge may be applied m studtes or projects 
where they can extend coverage, these lmowledge's are not regularly appbed to problems of the magmtude mtended at 
Levell-8 Level 1-7 IS credtted for this factor and 1250 pomts are aSSIgned 

Usmg the FES format both the transportatlon operatlons and the analyncal and evaluative related dutIes are 
evaluated at the OS-12 level 

The classIfication of the mformatlon technology (IT) management was accomphshed by usmg the Admznlstratrve 
Work In the Information Technology Group, GS-2200, standard which employs rune factors Usmg the FES format 
the mformanon technology. (IT) management related dunes are evaluated at the OS-12 level 

Federal Labor Relations Authprlty aLSA) DetermInatIpn ThIs pOSltlon IS exempt from coverage under the 
FLSA IAW Admtrustratlve exemptIon cntena outlmed 5 CFR 551 206 

Fmal ClaSSIficatIon Transportation Systems SpeCIalISt, 08-0301-12 

AFPC Free Flow Format 
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PURPOSE or POSITION Al'i1) ORGANIZATroNhL LOCATIO'!'l/; 

The primary purpose or thispositiOD is: To perform liS the single poinl of CgnlUCI for Il ....ide vo.tiety of official uips in 
support of Co~nd objectives, Incumbenl must manege. coordinllte, and inlegt'41ce all arrangements required for offid,lI 
alvei by the dual·h3.ued Commander-in·Chief. USTRA.~SCOM. and Commander, A.ir Mobility Comrn:md (AMC). 3.I'Id 
8compDnying staff. 

The orgnru.tationa' loc::atlon of this position is: U.S. Transportation Command. OffICe of Commandu-in·Chief. ScaR 
AFBIL 

ORGANJ'ZA.TIONAL GOALS OR OBJECTIVES: 

The organizaUoosl goals or objective:; of this po..~D ~re; To lIel as Ibe single focalpoltlt in consolidating 
and cOQrdiooling llllarcls pc:rtirn:nt offici:!.1 tTlP' by the USTRANSCOM IUld AMOCC, to include making 
travel llrr~naementS'., mM3gillg the bUdgCl for official visilS, Dl3in~ining travel vouchen. phone vouchers, 
payment logs. and ~ports in c:onJI.lrn:tion with the official trips. 

DUTY l: 	 Crineal 

Acts 25 singlc foc:al point fer all of1"..r.iaJ travet by t.be Commander·in·Cbief. U.S. Tran.~ortatlon CO'l'lllDand 
(CINCTRANS), and Commander. Air Mobility Command (AMClCC), Manages. toordinalcs, aDd iDtcgratc:s 
aU actions requh-ed fot' w-oddwidt tra\'c) and appearances by CINCTRANS and AMClCC, Activities include. 
but are not hrrntcd to. alll!ip preparations. arrange menu, and developrru:nt of p1opo5.ed itineraries-airlift. 
managemenlllnd ground tranS]X)f'cuion: lodging; scheduling bric;fingl. offIce tails, speeches. press confeccnces., and 
SOCIAl funCtiuns: and adhering \0 security, protOCOl, and forclgn cle.at3'1)ce requirements. Di1e~tly il'llet!'lC(S wnh 
representatives /lIthe highest levels of the UNred SrjjleS governmenl. foreign gO\ie.rnmenlS, and priv.c'lIe indllsay. wilh 
parllcuhv emphasis on the Office of tbe Secrelaty of Ddcllse, Unifl!'.d Commanders-in-Chief. Joint and He1ldqulU'ters 
rur force Staff. Au forcl'! MAlCOM C()TnDl3nde.r~. Uruted SUites Embllsf-ie$. and major U ,$. corporations. 
Constantly ilpplies ao ex!ensive knowledge of lind seasoned experience with coordination Ic.quirements. security 
dircClilll'!!i, IlAd protocol euquene wben WOtl<ing wilh the proje!;1 officers for e!lCh CINCTRANS a;nd AMCICC visi •. 
Employs sound judgemenl. taCt, diplomAcy, and poise to ensure the suecess of sclltd>.I1ed triPS, ContlU.::ts and obtains 
needed infonnation from :111 HQ USTRANSCOM and HQ AMC staff offices lind integr:Jtc5 their input to ens\1f'e 
vi$lt$ support ,,filled objectives IUld reflect favorably on the United Slatc;s Government, Dcpllrtment of Defense, nnd 
the United States Air force, Is singularly responsible fot drafting lind preparing me.ssage naftie to the lolnt Chien: 
of Srl\fr. Na,ionll\ Miliwy Command Center, HQ U.S. Air Force: Vice Chief of Stai( (HQ USAF/CV). iU1d the A:viC 
Numbered A1r Force Commanders 01'1 mllltt~S rt:gatding ClNCTRANS' !ravel schedlile. r1\':par~ dual :tbseoee 
messages to AF/CV for approval, Is solely fe!>porlSlble fOT the rese.arch and preparnrion of IIII requITed 
the,ucr/counttyfpersonncl clear3nce requeSt messages fOT overseas trips. 

STA="lOARDS: 

A. 	 In most c~s effectively :m·,anges. coordirnltes, and accomplishes vir-its in accordance with llpplic;lble regullllliollS'. 
and requirements 10 a time!)' lind professional manncr. 

B. 	 Typically ora,D.mz.es all tnp preparlltions. il\tTnngements. Itineraries, briefings. office enl!s, cle, ,~nd e.nsures 
appropriate Qrgunlz:ations provide s,uj')porl in Cit! llCCUiare and lirruely mannCt. 

KSA: 	 1.3,4, S. 6. 7 
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DUTY 2: 	 Curica] 

Prepares CINCT.RANS· AMCICC and entoura;e for each lrip or lJppeIlrancc bDS«i on IDpuc from HQ staff 
ofUces and Trlulspol'tatiol1 Component Commands (TCCs). An.llyzes issue& 10 be .1ddressed and obtains 
supplemcntlll information !IS needed based on knowledge of chc doco'int. trilditions. cusfcrms. obj~ct.ives. ,md fOlce 
strucLure oC lhe Dcparu:nent ofD~f(';n$l"! and Unit~d SUItes Air Force, Sumll'W'izes informadon for use by 
CJNCTRANS - A.~C/CC and entoUTsge, Recommends pn:-br;efs as required based on an I1SSCSSclllem of the, 
PCI!iSlblht), of contro"ersie! or (;Onfll~ts, MonilOTS Slnfr vn:pll1lll;on of b~ckglound lind POInt papers fOI mclusion in 
trip book. 

STANDARDS: 

A. Generally effectively bn~f$ cINe Dnd staff concerning plan~, schedule5. activities for all offid,'11 travel in " timel), 
and precise rmnner. 

B. In mOit cases effectively momtors an activities related to bllckground information, point papers, Ifip book. and 
cOnlrOver,.Dltssu¢s md comJrild them in a professional milliller 101' the aip. 

KSA: J, 3, 4.5,6." 

Dun' 3: 	 Ctitical 

Rapidly N:Sponds to questions. re~lves c:onnicu., 8.00 revisu itinu:ulU due to dlanget tbat IIriw etI. rollte or 
during official "uit$. En$W'es accurate lIJ\d prompt respol1~cs to the CQmmander and entQuta:e throu:b direc1 
tasking to the slaff and TCes. Anticipa{e~ foUow-on quc£tions and effects coordin:lbOn among concerned parties, 
Mainminll conlllct wich 'hose :l.ctivities and provides guidance and assistance all needed on an)' aspec.ts of tho 
Commander's visit A<;ts 3$ the Single point of COnl.8ClIO the Aide-de-Camp to Cll'\CTRANS while traveling. 

STANDARDS: 

A. 	 Nonnltty acts promptly 011 changes that may CX'C'UT ~nd independently resolves conflicts effiCiently in II courteous 
dip!omatlc m,annc:r. 

B. 	 In mosl cases consistently monitors and plans for unusual qw:~t.tons or circumstances and effectively coordinates 
actions willi responsible actions officers. 

ilSA: 	1.3.4,5.6,7 

DOTY 4: 	 Cdtital 

Provides expertise for HQ USTRANSCOM and HQ AMC SUlff action officus on matters relating to 
generallOaf: omcer travel. AsSiSts Wlth military .mlift rcquesrs ami lldvises 011 use ofd\c Join! Operational Suppon 
Airlifl syStem Provides euidance on su.ch i~S\les as foreign Ira"cl requirements. thealer/eountty/pen·onoel clellr.l.nCc 
request mesuges, National MilitllrY Cornmnflo Center key aVllilabilily fOster. and itmerary/trip 0001:; fOTmll\$. 
RCli1:arches eJr.pen~'CS Qltd prepares the budget for officinl viSits, produces periodIC reports, and C'OOI'dinatcs for 
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official f\Jntis a~ required. Prc::pilIcs aavel and phone vouchers lind maintains lTave) imd payment log. Maintains and 
updat~s de.tailed historical dOCUInl!ntll.tiOcn of all CINCTRANS - AMCICC trAvel, to include detailed accaunting of 
actuallTip c.x.c:cutJon. ProvidCl hlstorical datil to HQ staff agencies as requ.e.ste4.. 

STANDARDS~ 

A. 	 N()tmaHy remains current on aU guidl1nce and direclives related to generalltl:l.8 officer travel so as to efficiently respond 
in II timeiy fashion 10 inqwries from staff agencies regarding the travel requirements. 

B. 	 Typically man:l.ges the budget for all travel-related expenses. prep.ares travel and phone vouchers. and mairuams travel 
and pa.ymel1t 10:; il1 an IlCCUTllte m:mner 10 meet alll·equirements. Norm:Jlly ensures reports are ?Tompt)' lUld 
c;/1eclivcly prepared for TeCS Resource AdVIsor. 

In mOSt cues responds to inquires ('Or lmtorical dal::! from IIction oCliccrs or slIlff agencies in 31'1 accurate. CfrC::Clh'e. and 
timely manM.f. 

KSA: 1,2.3,4. S, 6, '/,8 

RECRUlTMENT KNOWLEDGES. SKILLS. AND ABILITIES (KSA) 

L 	 Knowledge of recul!ltiotls. standards, guidelil1C3, rules, and pol.cics to ctl'eetively manage, coordinate, and integrate alJ 
staff Actions assotiated with official trips 

2. 	 KllOwledgt of practices. policies, and procedures to develop the budget for ofticial nips and associaled travel 
;unngements, prepare trtl.\'c\ and pay vouchers. and produce periodic repons. 

3. 	 Skill in written and orOiI communicotion principles. methods. ;md techniques. 

4. 	 Knowledge and general \lllderm.nding of Air Force. DOD. Components. Major Command, and miliwy <raaitions. 
CUMoms. and &0<115 10 inlerllct with illternal and exlernal organizations. fOTCi:;:l1 :;overnmems. mtlitary depan:....Jlellt5. and 
pnvl1te industry. 

). 	 Skill in ~pplying analytical techniques to gather. :malyze. and evaluate Q variety 'Of information to draw conclusions Dnd 
COIlSlruCt appropriAte solutioll) to plobh:ms. 

6. 	 Knowled;::e of protocol and etiquette mtndards and procedures. bom foreien Jnd within Ute U.S. govanment. 10 include 
all bra~ches of the U.S. Armed Forces. 

7. 	 Skill in gaining coopc::ulion from 'Others using la<:t. courtesy. and diplomacy. 

8. 	 Knowledge of pohcies and procedlJl'cs to accurately document ill! official trips for USTRAl"lSCOM historical tiles .lnd 
other staff lIge:lcie$. 

Factor 1, KDowledge Requind By The Position 	 Level 1·7.1250 POInts 

Kn()wledge of pertmenl laws. regulations. pOlicies. pruedeents. doctrine. tradl1ion. customs. goals. Olnd current 
issuC!$ of the United Stotes TrOlnsportauon COnll:nimd and it's Transportltion Component Commands (Ail Moblluy 
COIl'UTl;md•.Milltary SealIft Command. Dnd MllilllrY Traffic MIll18,gcmcnt Command). as well as the United States AIr 
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Force :IS a whole, in order 10 efficIently and effectively e\·lllllalc. Illanage. coordinate. and inle&rate all staff actions 
necessary LO official visil5 by CINCTRA."lS :md AMCICC. 

Koowledge of the internal organizatio1l and forte strtlcrure of the Uniled States Transportauon Command and the 
Unlled States Air Force in order to il~liemblc infom»\i¢n from 1I ).lrg~ number ofsourccs and pTepare CINCl'RA..'lS 
- A.\ltCJCC for all offlellli viSits .. 

Kno~'ledge of the inteT3cnon of the United StOltes TransporlJltion Corrunand and the United States Air Force with 
foreign ~overnment~ and thcir militury departments in order to effect <UTansemc.:nts ('Or foreisn visit!'.. 

Sl:.iJl In applying a variet), of analytical techlliques in S3lhering. arulyzlng. evnlu:uinl;. and summarizing il "'ide 
vanety of information in ordcr to prepo.re the CINC and entourage for offiCIal visits. 

Ability to antiCipate C'hllll.:nges as!>ociated with agendas proposed by outside agencies and independently dev~l(1p 
mitigation smu.egies fO r::solve confliclS. 

Ability to ropidly lind cffcClivf:ly respond with effective solutions in response 10 various queries and problems Ihat 
ro:Jnle 101\ dynamic and f:ut-PlICed operating environment. to include short notice requeSls for military and 
commercial <Iirlift support. 

Knowledge of protOCOl ::too etiqueue staudard$ and procedures. both foreign and within 1.11.: U.S. go\-<:rnmeru. to 
include all branche3 of the U.S. Armed Services . 

Knowledge of edmini5trBuvt! policics and pro<:edures as rel3ted to initiating. preparing. and documtnung official 
trovel by C1NCTRA..~S - ."MClCe. 

Sldll in oral and written communication by invariably pra.cticing elite business ctiqLl~ue in {he arells of ll:lephone 
lechniques. written communication. greetings cnd s.P.Jutations, personal conesprmdence. and electrorjc mail. 

Factor 2, SlIpuvisory C.ontrols Level 2-4. 450 Polms 

The incumbent ind:pendenuy plans and executes projects. within the frAmework of the overall official travel 
schedule for the CINCTRANS.AMClCC, Incumbenl selects the apprOllc.hes and methods for each assignment and a 
majorIty of conflicts mllSl be autonomously mnnaged nnd cooroinOl.ted with associa.tes :IS necessary. The incumbent 
informs the supervisor of potentially controversiAl findings. issues. m problems with widespread impact. Sojl.ltiolls 
to eOntToversi:t.1 andlor Ilnprecedented issues of ex.ecuting and pJannins are coordinated with the supel"dSOl through 
mutual agreement. Actions arc revie'oAo'Cd to dctcrminc th;tt objectives are mel and for conformance ..... ith broad 
COlruTl.llJ10 ~aJs. prlonfles. and expected re~ultS, 

Factor 3, Guldclinc:s Level 3·3, 27$ PainlS 

Guidelines include Deparrmenl of Dc·fense (DOD}. JOlllt Chiefs of s1df (JCS). USAF, and other >cJVice regulations. 
as well as USTRANSCOM and A1\1C lore·rnaJ operating procedures and protocol policjes. Guiddincs are generally 
applic.bblc although d~ to the widely varying nalltre of each visit, gaps CJ(lst in specific lIrc.u. For mosr 
circumstAnCes, tU incumbent uses sell.Soned judgement to independently sel~t. interpret. lI-~d apply the gUIdes. 
modifying and adilptin:; lhem to suit specific situations. Initi:ltlvt. and resourcefulness is paramount in jnterpreting 
guidelines or in dtm:loplng new lIpproAches. methods. and/or proc~dures for accomplishing as~jgnments. 

FaC1C»' 4, Complexity Level 4.4,225 Poinls 
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The work [)'picnlly in"olves nnd includes varied duties requiring B myriad of unrelated process and mcLlJodl. the 
analysis of Issues and (opics to be addressed, assembling background inCOIm:ltion from a wide IIMiet)' of sOUJce~, 
planning me visi~;md interpreting protocol needs and concerns. Decisions regarding what needs to be done "BI)' 

with the: purpose and host of the visit. CIS well as CXIc:rn:l1 infiuenl:l'!S impacting the USTRA.."lSCOMlAMC. to include 
llSSCSSmenl of unusual circumstances. IISTilltlons in approach, and incomplete Of contlicting datIL Potential sources 
of dato must be cross-checked, llJlalyzcd, lind intcrym:lcd by lhe employee to obtAin ilCcunue rclevam inforllUltion. 
E1.perlenced judgement is required in planning, preparing, and imprO"in!l conditions for official visits to ensure 
objeclillC'S are n.chieved and time is efficiently managtd. 

Factor S. Scope and Effect Level 5-4.225 PoinUi 

The ...'Ork Ollhc incumbent has a broad scope and effect on !he OCI;VI\JC5 of the Command. The purpose of tne work 
IS 10 pl~n. manage. and integrate a wide vllriety of action!; needed to PreJ):tTC CTNCTRANS - A.\fClCC for official 
VIsits and appearances to the highest levels of ngcnctc!. both internal to the U S. gO"crnment (United Sllites 
Congrcss:'Depanmems of Defense, State, and TranspoTl.luon; U.S, Air FoTC'Il and other services) and external 
(foreign govcmmenl.\'. priv:ue industry) hostS. The incurnbenr provides 3ssi.sI:;lru;c to !he USTRANSCOM .md AMC 
staffs on CINC travel msttcts and arlvice on othel' flag and :;enerl!.1 officer \:tnvel plaruting. The work a.ffocu the 
ovenll success of various official TDYs as measured ag3inSl Comm;lnd objectives and cMtribure5 10 the 
dC\'dopmcnt ofmeaningf1.l) relationships with all hlgh·level U.S, government. foreign government. and private sector 
senior leadersbip. 

F3ctor 6, Personal Conrad!! & Factor 1. Purpose of Contacts Level lc. ISO Points 

Rej;\llaf COnl.lcts include Senior staff at the Office of tt\e Secrelluy of Defense. loint Chiefs of Slaff. UTRANSCOM 
Trllnsportation Component Commands. HQ Air Force and Mnjor Commands. HQs of the other Armed Services. 
Department Of State. foreign governments. And pri-Olle industry. 

Purpose of contacts are to sather. analyze, assess. and prepare the CrNe and entourage with all infomllltlOn needed 
for successful official VISitS The urgency of the is!ue~ involved often require the incumbent to cxen sub$tant;al 
influence over supporting 61~ff offices to ensure all contingencies are c01\.~idered. DiplOmat'}', (act. and forethou~hl 
an: essentitU10 building and maintaining excellent wOTking re!;:.tlonships with cootllets 1IC10~S the Spectrum of 
CINTRA."IlS - AMCJCe visits. 

Factor 8, Physical Demands Lc,·d 8·1. 5 Points 

The work i.s primAlily $cdenury. Occilsionally the employee m:ly be required (0 Cllrry hghl objects such as fiJes. books, and 
papers . .No speciaJ phySical qu.:t1ificalions are required 

Fllctor 9, Work Environrrn:ot !.evel 9·1. 5 Points 

l'he work is perfonncd in lin office scmng 

Oth~r l'ignlficant facts perla.in.ing to tbis pos.ition are: May be requir«l to work uncommon shifts and sbort 
notice ovenime. 

CLASS.IF1CAT10~ SUMMARY: 

CLr'\SSIFlCATION STANDARD(S) USED; US aPM pes for Miscellaneolls Administration lind PrOgtlUn Sertes. 

0$.0301, TS·34 dOled lanuary 19i9: US OPM Administrative Anl\lysi~ Grode-Evaluation Guide, TS-98 dated 

August 1990, US OPM PCS Cor Public Affairs Series. OS· 1035. TS·53 dated luI), 19SI. 

CLASSIFICAnON REMAR.KS: 


6 
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CORE PERSONNEL DOCUM.fNT Number: 9$4212400 

Series Determinacion: This position Js the single point of contact (or a ""d::: "ariel), of official trips ill ~upPOl1 of CotMland 
ubjectlves. Incumbent must m:ln:lge. coordin.nc, <lnd imescace aJilUTangemcnlS reqilired for ofticial travel by the dunl· 
hatted Commander-in· Chief, USTRANSCOM, and Commander, Ai, Mobility Command CAMe). and acompanymg staff. 
There is no speeific occupational series 'which covers this type of work. therci'orc, the posilion is allocated to the GS.o301 
series. 

Tule Dclennin~uon: There are nf) prescribed l\tles for positions :lllocllced to the OS-301 seri~. Based on currcm 
requirements of thiS position the most descrip!ive title is Trip Spc<:lalist. 

Grade Determinntion; The position was evaluated by application of OPM pes Admini5tntivc AnalYSIS Grode· 
EV3luanon Guide and cross comp3.1cd to Public Affairs Series, GS-103.5. Bol.l, s.tandards provide their gTsding 
entma under the Faclor Evaluation Synem (FES) , 

FACTOR LEVELS ANDPOL'\TS: 1·7,2·4,3-3.4-4,5·4, 6/i·3c. 8·1.9·1 

TOTAL POINTS: 2615 GRADE CONVERSION: GS·I J Point Range: 2355"2750 

Final Detennin'llion: Trip Specialist. G5·0301-ll 

http:coordin.nc
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AiR FORCE ;::;TAi'iDARD CORE 'fER50:,NEt DOCiiMENT (S':PD) 

ORGANIZATION' USTcrl'CCS-P 
SCi'\' :"1:VCL CODE. g 
7A.'tGET GRADE' i i 
DKUG Tf:.ST: }.;o 

SE~srr~VITY: }/oncrilical-Sen:;ilive 
£:'l1':ROENCY ESS; ;;0 
KEY POSlTlOR No 

CUM? i.J!VEL CODE. 8(,(,,\ 
ELSA: .F ..r.mnt 

CAREER FIELD to: L 
CE}..'TRALLY MA:-JAGED TYPE; NA 
BUS, 
l'OSrnON HiST: New 

CLASS!}lCATION; 
DUTY TiTLe: 

Protocol Sllcciulist. os-mOl·09 

ORG & FL'NC CODE.: CSY 
j 5T SKILL CODE: AKTALT SpecialistiAnaiysl - Protocol 
2ND SK1LL CODE. 
3RD SKiLL CODE: 

CLASSU'lCATiON CERTiflCATIOi': SCI'D :illcqUtiteiY>".IiO ac('u!ateiy rencciil (he local wtJrk situation co mfe! 

ClilSSlt.I~' IL'I~~ slalling. llIld \c~~ormam.."C mlln:lgeITle-m purpClies . 

. _nI.QL1 .. ) -~JJ;_/:.LD~\.,:··~\ .:~._.~'~~f";;_~ c::.. ) 
CLASSif-JER'S SI(j1\AHii'tf; DATE 

S[;P.t:RVlSO}t'S CERTWICATION' \ (end), thai thi:; SCPD i..:. an aCI:Ur3te sL'Jtement ohlle nujx dulles, 
knowled!~e;" "kIlls.. and nhilllll:S, responsibiJI!! :l-. phYSical and jli!rlormance reqlJirement~ Oi'thiK p~~~,I!I(m and it~ 
o;ganizati"lia! rela;loil!'.t,lp;., T:le POSIt'''!i '~; ... :t:;;$ili}, l\J wr.} ,'ul gO\iilrnmeiit funaiof6 for w'bld, 1alil f':SjXiilSWk 
I ilis ccrtif;' ;11.100 is made; "\!1"1 the knowh:::!g\;' {l;:,\i this infomlal!(ll'> ;s to be; uscd for statuwr>' plJrpo:,e!> relating to 
dlll'Utntlm: I' dllJ jllOymcll! ...d "~:~j~ fUIIJs a1.':' l'..\i f.;bc vI Itli~kdillg ~ldi~Hlc:"t: IndY c.;.m;lit'.Jt~ '~)!GaOj.:' 'JflIU..:!l 
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STANDARD CORE PERSONNEL DOCUMENT Number: . 

PURPOSE OF POSITION AND ORGANIZATJONAL LOCATION: 

The primary purpose of tbe position is: To serve as a Protocol Specialist in a developmental capacity, assisting in 
the planning, managing and executing oftne USTC prorocol program. This posilion is developmental. All training 
must be cQmpleted and regulatory requirements met prior ro promorion. 

The organizatiunallocation of this position is: United States Transportation Command (USTRANSCO.M), 
Protocol Office, Scon AFB, IL. 

ORGANIZATIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of this position nrc: to act as the off1ce of primary responsibility for all 
distinguished visitors to USTRANSCOM ilnd to develop agendas, visit itineraries, and insure that billeting and 
tmospormrion nrr~llgcments are accomplished for command hosted visitors. 

This is a developmental assignment with promotion potential to Protocol Specialist, CS-30 I-II. All duties and factor 

It'Hlls remain the ~ame as descrihed at the full (lcl"formnnce len:1 with tlle exception of: 


FnNor I, Knonletlge Required By The l'osition Level 1-6 9:50 Points 


-- Knowledge of the policies, practices and procedures nf the protocol program. 


-- Knowledge of command mission, strucmrc of the organization (lnd components, and functions of host base support 

to coordinate all aspects ofa visit!evenr. 


_. Knowledge and skill suftldem fbf esrabllshing and maintaining effect.ive working relationships with groups 
interested in Qr am:cted by protocol programs or policies. 


--Skill in researching the backgrounds and special needs/interests ofvisilQrs and .)ssimllaling informiltion into 

nprrl.1prialc protocol functions/events. 


--I\biliry to work independently 011 all prQjects and to use judgment in deciding b{'[Wccn aJtcma!iV(~s. interpreting, 

nnd developing and fhrnishing information on protocol visits. 


--Skill in written and oral communications. 


Factor 2, Supen'isory Controls Level 2-3 275 Points 

The supervisor defines objective>, priorities. and deadlines and assists the specialist with unusual situations, which to 
not have clear precedents. 'the supervisor gives directions on new assignments, however, the employee plans and 
curries out routine assignments and projects independently. The w()rk is reviewed for feasibility, responsiveness, 
appropriateness, ~lIld conformance to policy and program requirements. 

Factor 4. Compl('xily l.eveI4-3 150 Points 

The work involves a variety ofdmies requiring lht application of standard rules of protocol, devdnping plans for 
DV visits, dealing effectively with a wide range of people, and analyzing {he approach to handle the most delicate 
situations involving social, cultural and religious preferences, personal habits and interests ofvisiting dignitaries. 
Incumbent chooses a course of action from a variety of alternatives and is R~sponsible for all phas<;s of a visit. 

DATE: 01!06iOJ Page 2 



STANDARD COR.E PERSONNEL DOCUMENT Number: 

Other signifleant facts pertaining to this position are: 

I. Work may oc;::asionally require (ravel awa;' form the normal duty station on military and/or commercial aircraft. 

2. Required to work other than flomml duty hours. which includes evenings. weekends. and/or holidays. 

CLASSIFICATIO~ SL"MYJARY: 

CLASSIFjCATIO~ STANOARD(S) USED: OPM Job t~1ntily Position ClassiFicntion Standard for 
Administrative Work ill the Human Resources Management Group, GS~0200, covering Human Resources 
Mamlgement Series GS-020 I. December 1000. 

FACTOR LEVELS AND POI>JTS: 1-6i950, 2·Y275, 3-31275, 4·3/150, 5-31150, 6!7-3CIJ 80, 8-1/5,9-1/5 

GS-09 Point Range: 1855 - 2100 
Total Points: 1990 
Grade: GS-09 

CLASSIFICATION RE:\lAHI~S: 

NOTE(S) TO USERS: 

A 

DATE: OIl06!03 Page 3 
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AIR FORCE CORE }'ERSO:"lNEL nOCC\lE~T 

ORGANIZATION: 1JSTRI\NSCO~vT/TCCC-P 

SGPVLEVELCODE: 8 
TARGET GRADE: II 
JOB SHARE: ;...10 
SENSITIVITY: ~,\CtrI~1'\5ellsitive":·i i~P'" 
Dl£RGEKCY ISS: No 
KEY POSITION: .Ko 

crJD NUMBER q5~2~ 3(\ 
CO'MP LEVEL CODE: S66A 
FLSf\; Exempt 
CAREER PROG 10: .Kom: 
nus: 1G36 
DRUG TEST: :-.10 
POSITIO)J HIST: Replaces 9S3528300 

CL:\SSIFICA TION: Protocol Specinlisf, OS-30t-ll 
DUTY TiTLE: 

ORG &. FWC CODE: CSY 

ISTSKILLCQDE: 100% AKTALT Specialisti Adminisrr:uol'- Proro~i)1 


2t"D SKILL CODE; 

3RD SKILL CODE: 


C1 ]\SSIF!Ef) BY: 

CLASSIFICATfOi\" cr~RTlFICATJO~; CPD :1deqmnely nnd :!.cclll'al~ly reflects til..: tocal work situation to 
m('~'1 classi IlCnlioll, stafiing. !lncl jJ';"t-('orm:mce mamlg(:111t:'nt purpo$cs. 

_,-.-.."".".,_...",'t"_ __________.~"",....."" 

SUPERVISOH'S CERT1FTCATION: I certify that tbis Cor~ Personnel Document is an accurate statement of 
Iht" major duties, kllow!edg~s. skills, and abilities, responsibilities, physkal and pe,formance requiremel!ts of this 
pusition aml its of.!.mnizational I'el:ltionships. The POSt1tO!1 is neCi;SSill'Y to catry (llIt govt'rnml:nt functions for 
whi;:h I am responsible. ThiS certification is made with the km)\vledgr: that this illfon11atiol1 is to be used for 
SI,\I,Ilory purposes relating 10 appointmt:ni aml p:J}'luent of puhlic funds and 111<'11 f:lJse or misleading statements 
may constitute violalions of such sranlfeS or their implemtnring ttgulatiuns . 

.-L7J1AY 91 
DATE 

-
PERFORJ,..f A.NCE PLAN CERTI FICA nON:-. . 
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------------------ ------------

Purpose of Position: To assist the Protocol Officer in planning. managing and executing the command 
protocol program to include ceremonies, conferences, briefings. official and social functions, and high
level fort'ign and domestic visits, 

Organbmfiollal Location: United Slates Transportation Command (USTRANSCO~",l), ProtocQI Office. 
Scott Air Force B:Jsc. [Ilin{)ls 

Organizational Goal/Function: To act 4lS the Qffice of primary resp{)nsibiliry for aU distinguished visitors 
to USTRANSCOM and to develop agendas, visit itineraries, and ensure that billeting and transportaTion 
arr.'lngements :Jre accomplished fol' command hosted visitofs. 

OtT\-' 1: Develops and implements protocol pollcy and proccdul'al guidance fOI' the Commander in 
Chief (CINe). Dcpllty Commander ill ChicI' (DCIl"C), and other applkablc pcrsollncl concerning 
prOper protocul requiremellts fQt· "isiting dignitaries. military cl'remonies. conferences, official 
III1:ctings. brielings. etc. Coordin<ltes and cOllsolidates initiatives, plans and actions ofhel.\dqullrtt~rS' 
~'knt:nts into an ill:egrated protocol program. Controls and monitvrs the assigmncnt of protocol 
Jlm,llonsivisits to the assignt"d pWJect officers ba:>cd upon each illdividuul's backg.rouno, expertise and 
ubi I ities. Inslructs project officers 011 procedures f(lr social events. conferences, n1L'~lings, briefings, visirs. 
C{·(cillonies. invirati(ms, sealing. progmms and other flssociated protocol functions, (40%,) 
Critical 

S'J'ANDARDS: 

A. Effectively determines and applie~ protocol pmctkes a.nd proc.edurcs according to established policies, 
pro':l:'dures, nod preccdents. 

B. COQruina.tes Wilh upproprimc personJ1e1 in an aCCllrate and timely m::UUlCf, 

C Consistmtly plans and orguni7.es activities which nre \V'ithin established polich;s and objcl:tin:s, 

D. Organizes mt~~ting,s. of project officers and tasks appropriate organizations to provide suppOli 1'01' protocol 
rcquirl,)ment..., U:.: briefings. conferences. tours. transpor1atiol1. 

KSA:I, 2, 3, 4. 5 

DUlY 2: Serws as PI'otocol :ld\'isor to the Comlmmder. Plans, designs and implements spedfic and 
special pro[ocol guidance based 011 pn:~established goals, AdvIsl:s !he commander Qn the impact of 
protocol issues Imd problems. Interfaces and coordinates with Senior government officials, Interprets and 
il11pk~menrs MAJCOM, Air Force, Department of Defense and diplomatic protocol po]ici<:s. Direcls 
it1lpiemcntlltion of (lflitially sauctioned visits to tht' command Ihrmlgh direct contact with the prolocol 
office.; oj Air tOIC'!, Departmenl of Defense, foreign embassies. stat{~, and local organizations. (30''l~) 

Cnl:l.:l:il 

STANDARDS: 

A. Briefs the Commander and staff concerning policies, procedures, and pt::ms pertaining to distinguished visitors 
nlld 011 all mattcrs,!;:ipecial projecfs within the sphcre oJ'protoco! activity. 

B. Routinely act'S upon requestS in a timely, courreol1s, ilnd helpful manner. 

http:orguni7.es


C. ProactiveI)' assists project officers on ceremonies, SOCi31l:\'ems. Air Force tmditions. US and international 
protocol. and protocol mles and regulations for other milicJJY compooems. 

KSA:I. 2, 3, 4, 5 

DL'TY 3: PC"50n311~' manages special visits, tours, meetings. symposia, nnd other events conducted 
b~' lhe Commiuul. Perrorrns or arranges for others to meet and greer high ranli.ing dignituies upun 
their al'rival :rnd accompanies them through Yariolls phases of their visit. Interfaces with Dep,u1111em 
of tbe Air Force. Department of Defcnse and odll.~r govemlnem 3gencies. and foreign embas51cs in the 
planning and exectliion to ens:Jre lhal all :ileaS have been considered. Assures (hut ,lcr:lllgemeIHs and 
ccrnils 41ft' t:lilorcd 10 each pamcul:1r proto\:ol eyent, c(lmidering the visitor's country, position. culture. and 
diplomatic code. Ensures that topics covered reiate 10 ell\: purpose of tile visit and tll;'H follow-up actions 
arc takcn. 1\ll:cl5 uud escorts distinguished visitors on hchalf of the C{)mm:ll1d Section. Accomp:mies 
guest!; throll!.;h variolls phoses of thdr \'islI£. ~nsurmg tlH.!)' UfC iJ{;corucd all honors and courtesies due (0 

indh'idullls of their rank·status. (20"',,) Critical 

STANDARDS: 

A. Efft;:ctively applies knowledge of protoeoI ctiqut'llc exercising sound judgment. discretion. tact. 
diplor:l:lcy and poise. \Vorks special projects which require !';ensirivit)' to individuals and gronps 
representing II \'ariety of nationalifies, culmfes, [Iud politics. 

n. Promptly ana effectively ensures protocoltlctnils conn:ming Base Operations, securiry, rours, activi!it:s. 
hl'iefings. baggage, bi Ikrillg. dining arl'angemC'nls. trall';portation, receptions, luncheons. fonnnl dinner!', 
entertainment, amenities, mementos, and other servic.es :Ire accorded to distinguished vi-sitors, Ensures IltJI 

all generaldlng officers (lnd ci"ilian eqllh'alenls <lit bilh::td prop.:-rly in nccordance with l1mk and purr~"',: 
of visit (0 ensure all details arc cornplc:tcd !!I:cording to plans. 

C. Effectively ml)n.ilors ::III ,UpCCIS of visits through fr.:ql1cm cont3t~t with escorts and project officers. 
Coordirmlcs the assignment of indivitiuals to distinguished visitor :,nites. 

KSA: 1.1. J, 4,5 

.--- ...-- ., ----,---
DUTY 4: Pro\'idcs cu<;fodial contrul of the Commnmh:r's Official Representation Funds (ORF) ~Ind 
Special :'\'IOr4lle and 'Welfure Funds (S.\J& \V). Resm!;ce Manager for command's ORF . j\ccoums ft.,!, -lud 
properly justifies requcsrs :ll1d do,;ulUcnls money expended fi'om the C0I111nul1der'$ ORF throughout the: 
l.'onun:Uld. Accounts for SM&W funds ror USTRA)JSCOM. Accompl ishes research :lIld advises as to 1he: 
propriety if expendituH:s [0 ensure cOlllpliance with Air Force snd Dt'p:mmcnl of Defense direc~ives. 

(5%) ~on·critical 

STAISDARDS: 

A. Appropriately ad\'u,:;cs the commander on the legoliry of spending for entertainment and gifts. 
AccUfmely morulors spelldlug by subordinate org.nuizaltOllS requesting funding. 

B. Acc:umtely monttl):'S the administration ofttmds to Insure compliance with policy ohjectives of [be 
(Jnited Strltes. Funds are subject [() andi! and im:;umbcut is accountable for appropriateness of 
expt'lldilul'es. 

C. EITectl\N:l)' monilor:" and advises field unitS of amhoriztd :li.U111aJ allotments, rt\'itwing quarterly 
reports for accuracy and ~ppropriattu('~~ alld providing guidance as needed. 

http:servic.es


D. 	 Coordinates annual budtel requirements 'with appropriate f'inanacial agencies ensuring commander's 
req uirements are budgeted appropriately. 

KSA: 1, 2, 3.4, 5 

DUTY 5; Composes nccessnry correspondence, documerltatioll, checklists, reports. and othcr written 
materials as needed. Routincl~l prcpMCs and gives briefings concerning \'isitors!spcdal cvenL... 
(5%) Non·Critical 

STANOARDS: 

/\. 	 \VritC'3 cleaf, (!CCllratt' and nmely material for correspondence. reports, ere. as required. 

B. 	 Prcpart's clear and COliC i:>e correspondence and \itbef documents that appropriately addn:ss Ihe issue and 
l'omply wirh agency ;lI1cL:'or tommand directives. 

C. 	 Presen!s deaf, concise, and well Slructllres oral presentations that address the design,l!ed issues. Accurately 
considers (he composition and knowledge k"d of the audience to acb.ieve the desired ol.ltcuIne. 

RECRt:L'l':VIENTKNOV{LEDGES. SKILLS. AND ABILITIES (KSA): 

). Knowledge of the concepts, principles, and prucllces of a pmiocol program. 

2. Knowledge OfWTittcl) lll'.:\ oral c(}ll1l1lUnicalion principles. m·~thQd:5, ~nd techniques 10 conduct and COOl'(rll:tte 

protocol ac[ivillcs for a variety of orgunizalkms.. 

3. Knowledge and ge['H~r"llIl1derst:lnding of Air Fon.:t:, DOD Component.5, i'vfa.ior Command, and military 
tmditio11!> rellllt:d to protocol. 

4. SkiH in gathering, evaluating, and interpreting data to arrive ot valid conclusions and of Tel' meaningful 
recommendations. 

5. Skill in working WII]; pe('plt' ill :moinlng mmually positivC' ends . 

.. 
CI.ASSIFlCATIO~ CRJTF.lUk 

Factor 1, Knowledge Requin~d 	 Level 1·7 1250Poi'li"< 

·-Extensive knowledge of lilt' (;OtlCepiS, principles, and iechniques to establish, implemenr, and maintain a 
proactive protoeol program requiring extensi ..,c knowledge of military trlldirions and ski!! in wmking with Illgh 
level military :md civilian officials, 

-·Skill in establishing and nlt:illlaining effec!h'<'; working relationships with groups interested in 01' affected by (he 
protocol program or policies . 

•• Knowledgt' and skill in applying analytical and evaluutive methods and techniques to issues Of studies 
cQllceming thr, efficiency ane! effectiveness of the program .. 

•• Km)\v)edg~ of pcrtinent III WS, regulations, poliCies, and pr.::cedents and local guidclines whkh am.:ct Ihe PI,,'1ol'ol 
program and related SlIPPO],( resources in the area studied. 



-.Knowkdgt: of the major issut's, program goals and objecrives. work processes and administrative operations of 
th~ proletol prQgram. 

--Knowledge and skill sufficient to spenk to a variety or indiViduals and grllups in explaining rhe progr;lm. and ilS 
objectives, and policies: :i.nd to ubtain lhe cooperation of orhers . 

•• Skill in adllpting nnalYlicallechuiquts and evaluation criteria 10 the measurement and improvernem of the 
prorocol pro);,rram. 

Factor 2, Super".isory Contl'ols 450 Points 

•• The supervisor detem1ines the ohjccti\'cs of !he protocol program llnd establishes the resources for the function. 
rite elllplo)'tc im:lept'ndcnlly plans and carries oalllle work on OWl) initiative. developing working relaliollsbips 
\\'Ith others. :mrl ollaly:rjng fecdhack about ,he progmm and its acti\'ilies. The employee informs the supervisor of 
potc:utinlly COIHro\'erslal problems or those with widespread impncf. Work is. reviewed in terms of effecti"elless in 
achieving intended objectiH:s. 

Factor 3, Guidelines Level 3-3 275 Points 

-Works froUl existillg DOD, Air Force, and l\.tAJCOM regularious and pro('cdUI"'~. Guidelmes rut usually bro;:d 
in scope and require the empJo)'ce to dc\'elop specific applications and objectives. The employee is expected to 
lise judgmem and discretion ill intl"'rpl'cting existing guidelines. Guidelines opply directly to some aspects of the 
problems encountcred. but most assignments involve unique facts or aspects for which no clear-cllt precedents are 
nppropriute Ot' guidelines are so bro:Jd that vrlrioll!) imerprct:1tions rlfC possible, The employee l1st:s se:l!)oned 
judgme;nt in !lpplying guidelines and making interpretations regarding the hzmdlillg of local issues and responding 
q\lickly to scnsitil.';: situations ilwol\'ing high-levc! pcr:iOl1m:I. 

Factor 4. Compll.'xit:· 225 Points 

··Assignments it)\'lI1\'c assisting ill lIte design zmel 0p<:'J'ilticm of (l P~)locol pl'ogrorn '.\·h.ith provitk:-. !TlOlxill1Ull1 

illleracth>n with high-Icvel military <llld ciyijinn personnel: \,."stablishing iJmi maintaining effective wnrking 
relmionship!; wirh a v:iricty (If jl)di \ icluals and groups: :\t.d developing program fccl'}mlllcndaliolls f~om an ;)n::Jly~is 
of fccdba~k provitkd by those dll'Cctly invohcd With or aftectcd by the program. Decisions regarding what needs 
to be done depend llpon analysis of the project, iis purpose, und the most effective method of communicaTIon. 
The \\'o.rk involves conditions and elements Ibm must be identified and analyzed to discern interrelationships. The 
work involves gatnL'ring infmmutioJ1, identifying and analyzing issues. und developing recommendations 10 
resolve substantive issues and ill evaluating the drecl:i\'eoess of the protocol program. The work requires using a 
variety of 01'31 and written communication methods and tC'chniques in presenting information about the command 
and ils acrivities to gnmps and individuals wilh v<ltying levels ofnudel!;eanding ami acceptance ofthc program. 

Factor 5, Scope nnd [rrect LevelS-3 150 Point3 

--Tile purpose of thl! work is to employ creativity filld resourceullllcsS to develop gremer awal'elltSS and 
ul1l!crstt'mdmg of till.: Air force and base protocol program lind its al'twities. Programs contribute 10 the 
communication and understanding nf protocol procedures and practices and encouwge the interch:mgc of 
C01~~"11WlicallOn bt:!ween the corrunand Ie.adership :mu high-level visitors. The \'\;'orl;: affect'> the morale of 
en:ployces, and ihl': accomplishment of the commantl'$ program objectives. 

Fnelor 6, Pcrsonfll Contacts 

··Contacts il\c1ud~ bdividu:lls or g10UpS from inside and outside ille employing agency where contact is nor 
routinely cSlublishc,l. The purpose of each COllIllC! is oilTerent and rhe roles of each parry is id~'IlUfit:d and 
de~'e!oped during rhe cour'se of rile COlllaCt 



, , ' 

Factor 6. Personal Contact-; and Factor 7, Level of Contacts Level 6f7-3c 	 180 Points 

Incumbem will huve regular contact with senim ranking military ancl civilian officer~, m~mugen;, supervisors ~md 
periodic cOnlact with key personncllhroughollt the command/DoD. Conracr \vill/may include individuals or groups 
from nallonullintel11utional organization, industry. senior ofTiciJl::i from foreign c()umries and from the Chilirmun of 
Ihl! Jnint Chiefs of Smff t)fficc. The puq)ose of each contact is different and the roles of each party is identified and 
dt'\ doped during the course of the comacl. 

The purpose or the contacts is to· provide internal and external personnel \\-'ilh broad guidance., information and 
leadership in planning group or individual visits to the command. Often the people contacted are uncertain or 
skeptical of the reason for the contact; thus great diplomacy is required to avoid ofrending ~he party. Language 
barriers muy complicme communication with visitors and their representatives. Contacts must be made in such a 
manner thut the efficient operation of the cOlnmand and the protocol function ,'Ire enhanced. 

Factor 8. Ph~'sical Demands 	 Level S-J 5 Points 

Work is primarily scdenulry with some minor physical activit), during visiu; and while traveling 1.0 on-site loc~\lions 
to arrange for special eventS. 

Factor 9, Work Environment 	 Level 9-1 :) POlms 

Work is Iypically performed In an office setting except for occasional (lll and off bUM: visits involving ordinary risks 
Lind discomforts rcqulring normal safety precautions. Occasionally will be required to perform protol:ol duties in un 
l)tlt::.idc sc'ning. 

Otht:r l>igni ficant facts pertaining [0 this po">ition are: 

l. 	 Work may occl.'iionally require travel away from the normal dUly station on rnilitnry nndlO!' comm\:rciul 
aircraft. 

2. 	 Required to work Q[h(~r [han normal dUly hours. which includes evening. weekends, and/or holidays. 

CLASSIFlCATIO:'\" SCNfMA"RY: 

CLJ\SSIFICATfO:'\ STA~DARD(S) USED: OP.M PCS for ~vliscellam:{)llS Adminislnltion and Program Sene;;;. 
GS<~O I, TS-3-1::;, .I:In 79; and the Administrmivc Analysis Grade-Evalu:ll.ion Guide_ .[ S-98. Aug 90. 

GS-I J Point Rangt.:: 2355 - 2750 
Tora1 Points: 2470 
Gmd.e: OS-11 
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AIR FORCE CORE PERSONNEL DOCUMENT (CPD) 

ORGANIZATION: USTClJlC CPO NUMBER: 9$42650 
SUPV LEVEL CODE: 8 COMP LEVEL CODE: ~ 

" TARGET GRADE: --H- 'I A Ol- FLSA: Exempt 
JOB SHARE: Yes CAREER PROG ID: 

. 	 SENSITIVITY: Non-Critical Sensitive BUS: 8888 
EMERGENCY ESS: ' NA DRUG TEST: NA 
KEY POSITrON: NA POSITION I:nST: 

CLASSIFICATION; Mlinpower and Personnel SpeciaUst.; OS·'61-1 ~ 'I B . 3D 1-02...

DUTY TlTLE: 


ORG & FUNC CODE: PAY 
1ST SKILL CODE: 4.0~'lS'!fo AGX3GE Personnel ClassifiC<ltion Specialist, General 
2ND SKILL CODE: ': i" ~Io ARLPLNSVC Progmtn Analysis PbuUling, ResoufC(;s Management 
3RD SKILL CODE: 4G% t4ep 

CLASSIFlED BY: 

S chi tPJI 
CLASSIFlER'S SIGNATURE DATE 

SUPERVISOR'S CERTlFlCATION; f certifY Ihm Ihis CPO is an aocumle statement of the major duties, 
knowledgcs, skills, and abilities, responsibilities, physical and performance requirements ofthis position and its 
organi7..alional relationships. TIle position is ncoesswy to C<lrl)' out govemmcnt fW1CtiOns fot which 1 am 
responsible, Tltis ccrlification is made witll the knowledge thut lhis information is to be used for slIItnlory purposes 
relating to appointment and payment of public funds and that false or misJeacling statements mlly constitute 
violations of such statutes or their implementing regulatiolls. 

-,:t{J<-lp.{'~e(Jik~-I
SUPE SOR'S SIGNATURE 	 DATE 

PERFORMANCE PLAN CERTIFlCATION' 
RaterlSupv, .... . . ~. 

Dale 

Reviewer 


Date 


e. m p 10 Y e e' 

o Ilte 
• 	 __ .,J. 	 . 

*Signature acknowledges receipt. It docs nol indictle .1groentcnlldisagroemclIl. 

BC5 Code - Po!'tilinn .is exempt fronl 13 
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'. CbRE PERSOl'-.'NEL DOCUMENT Number: 

PURPOSE OF POSITION AND ORGANiZATIONAL LOCATION: 

The primary purpose of this position is: to provide human resource guidance 011 civilian personnel policies, 
develop and analyze civilian personnel utilization within the command, and perform human resource srudit:s. 
Provides advice and recommendations to USTRANSCOM and component commands. 

The organizational location of this position is: US Transportation Command, Scott MB n. (Office symbol 
on page 1) 

ORGANIZATIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of this position are: to provide an effective and cffi:icnt 
organizational structure, establish an efficient human re.,>oun:e program, and identify decision making 
alternatives and recommendations for these programs. 

DUTY 1: Advises management on the efficient and effective use of human resourCes. Responds to supervisor and 
manageent official inquiries or requesls for organizational or individual position reviews. Recognjzes and acts upon 
situations that need attention. Analyzes all pertinent facts and policies pertaining to the individual situation. Coordinates 
with other personnel function and starf offices as necessary. Identifies human resource management problerl,1s and 
concerns. Develops recommendations nnd and alternate solutions. Criticlli 

STANDARDS: 

A. Responds in a limely manner to munagement inql1iries or requests for organizational or individunl position reviews. 

B. Submits recommendations to management officials, suggesting appropriate considerations such as posiiton stn1cMing 
for career progression or methods for reducing job dilution. 

KSA: 1 through 9 

DUTY 2: Advises employees or supervisors on legal or regulatory requirements and/or entitlements, pertinent policies, 
and procedures. Evaluates controversial problems and recommends improve.'1lents in pCrSonnel policies, procedures, and 
practices that meet JegaVregulatory requirements und meet the needs of the organi7..l1tion. 

Critical 

STANDARDS: 

A. Provides information that is current, accurale and consistent with applicable directives. Provides advice mat reflects 
sound judgment. 

B. Analyzes controversial problems and recommends improvements in personnel and organizational policies, procedures, 
and practices that are consistent with legal and regulatory requirements. 

C. Prepares timely correspondence, reports: and documentation that are normally acceptable as wrirren in lenns of clarity, 
accuracy, and attention to the pertinent issues. 

DATE: August 1996 2 



COI~ PERSONNEL DOCUMENT Number: 

D. Meets suspense and time sensitive t.'l.Skings in sufficient time to allow for coordinating level review. lfnecessary, 
requests extensions prior to the established due date. 

KSA: 1,2,3,4,9 

DUTY 3: Serves as the command advisor in all areas of human resource management. Leads special projects and 
initiatives and performs special assignments with regard to human resource management, including career 
enhancement/development programs. Accomplishes staff studies in ~U phases of civilian personnel program areas and 
proposes regu letory and program changes. Critical 

STANDARDS: 

A. Researches and recommends appropriate solutions to problems in variety of human resource arC3S. 

B. Develops and disseminates USTRANSCOM Policy Directives penaining to civilian personnel issues with the 
command. 

C. Promptly disseminates career development program guidance, researches new programs, makes 
recommendmions, reviews nomination packages, and monitors planned rotational assignments for executives. 

D. Accomplishes thorough staff studies and prepares complete and concise point papers for the Commander, 
Deputy Commander and other key command officials to inform them of special and on-going issues in 
USTRANSCOM pertaining to civilian personnel. 

E. Accurately quantifies manpower and personnel issucs and constructs logical, consistent and accurate interim and finill 
reports. 

KSA: 1,2,3,4,5,6,7,8,9 

------_. 
DUTY 4: Takes actions necessary to identify long and shon range personnel needs of the command. Considers actions 
necessary to meet organizmional and individual goals. Provides positive assistance in the solution of problems of morale 
and high grade management. Accomplishes this through various means to include staff studies, discussions with other 
command staff, informmionul briefings, and leading special work groups. 

Critical 

STANDARDS: 

A. Accurately quantifies data into meaningful reports or documents. 

B. Promptly addresses resource issues and provides constructive solutions. 

C. l\'1aintatns accurate dara to substantiate recommendations. 

KSA: 1,3,4,5,8 

DAiE: August 1996 J 
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, 
DUTY 5: Participates in di5cussion:~, meeting$ or serves on panels or committees. Briefs senior level managers on 

various aspects of civilian human resource programs to include position stnlct....Jre. position classification, 

recruitment a~d plal:ement programs, cm,ployee perfo~ance, etc. Co~~idcrs the audience compo~i!iol:, bO,Wledgc.1_ 

level and desired outcome when compOSlng the mate;"Jal. N~a.l Md., ,",0 • ....j, ~ £\ et""('(!,'l"::'\ 


dcmred and address the designated issues. 

ST ANDARJ)S: 

KSA: 1,2,4.5 

A. Part[dpe.t~ viding well-reasoned advice. 

8. 

RECRUITMENT KNOWLEDGES, SKJLLS, AND ABILITIES (KSA): 

I. 	 A sound theoretical k....lOwledge and practical understanding of federal per50nnel man<Jgement funCtions, ,heories a:1d 
techniques and of basic reill,ionships of rhe various personnel disciplines, 

2, 	 Knowledge laws, executiv:: orders, regulutions, policie:> and concepts pertaining to classification, staffing, crnpJoyet: 
relations, and emp!cJyee devdopme:1t. 

3. 	 Knowledge of agency and command missions nnd objectives and their impficutions on personnel managemenr 
programs nnd civilian resource management. 

4. 	 Ability to communicate effectively with olhers, both orally and in writing, in working out solutions to problem!> or 
questions relating to work. 

5. 	 Ability to gather facts and use effective, analytical and evaluative melhods to accurately assess information and make 
sound decisions. 

6, Ability to plan and carry out work assignmenrs producing both the qualiry and quamity expected. 
7. 	 Ability 10 develop improvements in lind design new work methods and procedures. 
8. 	 Know ledge of the principles, functions and processes of ffilll1agement. 
9. 	 KnQ\yledge of sound organizlliional and position structllles for complex, diverse organizations. 

CLASSrFICAT10N FACTORS: 

F:lctor I. Knowledge Required By The I'osition 	 Level 1-7 Points 1250 

Knowledge of federal personnel policies, procedures, regulations, laws, and executive orders. Knowledge of qualitative 
and quantitative techniques for analyzing and measuring the effectiveness, efficiency and productivity of administrative 
and technical progr::uns. Thorough knowledge of the mission, organization and work processes afme programs throughout 
the command. Skill in conducting studies, anJlyzing ftndings and making recommendations on stlbsramive operating 
programs. Skill in preparing project papers and staff rep1:>rts and preparing and presenting briefings to managers. 
Knowlt:dge of analytical and investigative techniques to conduct and validate staffl)i,§ requirement and utilization surveys 
of he:ldquarters organiz:a.tions. Thorough k..-lowi edge of management and organizational techniques, s:~stems and processes 
for use in performing a wide variety of analytical studies a.1.G projects. 

Factor 2, Supen1isory Controls 	 Level 2-4 POil1ts 450 

Works under general administrative supervision of the Branch Chief. Makes decisions. commitments and takes action on 
items for which responsibility has been assigned. Completed ;)ssignments are considered technically authoritative and 
normally accepted with no significant change. Many simarion!> are urgent and critical to further decision processes 
DATE: August 1996 	 4 
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requiring the incumbent to use independent judgment and originality. Decisions made by incumbent nre considered 
authoritative. 

Factor 3, Guidelines Level 3-4 Points 450 

Guidelines include laws, Executive Orrlers, federal, department and agency regulations, manuals and inS!l1Jctlons. Also 
included are genera] administl'tHive policies and managementiorganizational theories that require considerable adapta:ion 
an(lJor imerpretation. Guidelines llre often limited, conflicting or non-existent, requiring resourcefubess and initiative on 
the part of the employee to make appliclltion fO sp~cific situations. 

Factor 4, Complexity Points 325 

Work consists of projects and studies that require analysis of interrelated issues ofeffectiveness, efficiency and 
productivity of substantive mission-oriented programs. Decisions about how to proceed are complicated by contiicting 
program goals aDd objectives thai may be driven from changes in legislative or regulatory guidelines andlor variations in 
the demand for program services. The incumbent develops options, recommendations and conclusions taking into account 
uncenainlies about the data and other variables which may affect long-range program performance. When current 
measurement.'l of effectlvene!>s are ambiguous, the incumbent develops new information about the subject and establishes 
criteria to mensu:e program accomplishments and/or develop new approaches for progrnm evaluation that serves as 
precedence for others. 

Foctor 5, Scope and Efrect Points 225 

Establishes criteria to measure and/or predict the attainment of program Or organizational goals and Objectives. Completed 
work: comributes to the effectiveness, effidency a.nd productivity of large organizations within an agency. 

Factor 6 & 7, Personal ContactsfPurpose of Contacts Level 3-C Points I SO 

Contacts are with people outside the agency and may include consultants, contractors, or business execudves in a 
moderately unstructured setting, Incumbent influences managers and supervisors into accepting and implementing 
findings and recommendations. Some resistance may be encountcred due to such issues as organizational conflict and 
resource problems. 

Factor 8, Physical Demands Level 8-1 5 Points 

The work is primarily Sedelllll.l'Y. Occasionally the employee may be reqlljr~d to carry light objects such as fi!es. books and 
papers. No special physical qualification are required. 

Factor 9, Worl< Environment Level 9·1 5 Points 

The work is perfonned ill an office setting. 

CLASSIFICATION SUMMARY: 

CLASSIFICATION STAN'DARD{S) USED: OPM PCS for MiscellaneOlJs Administration nnd Program Series, GS·301, 
TS-34, dId Jan 79; OPM PCS for Management and Program Analysis Series, 0.5-343. TS·98, <ltd Aug 90; OPM pes for 
Personei Management Series, GS-201, Part ll, TS·62, dtd lun 66, dtd Jun 76; OPM pes Personnel Staffing Series, GS
212, T8-6; dtd JUD 71, Position Classification Series. G5-221, T5-62, dtd lun 66, OPM pes Employee Relations Series, 
GS-230, TS·25, dtd Jun 76; OPM l'CS Employee Development Series, GS·235, TS·4, dtd Apr 71; Admin:stratlve Analysis 
Orade Evaluation Guide, TS·98. dtd Aug 90 
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CLASSIFICATION REM4.R.KS: Total Points = 2890, GS-12 

Employee may be required to suppOrt the 
Crisis Action Team (C AT) during exercises 
andior contingencies. This may require the 
employee (0 work overtime or other than 
normal duty schedule. 

", 
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