NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) STANDARD POSITION DESCRIPTION (SPD)

POSITION AND HIRING INFORMATION CLC: OW8A Comp Area: AA

7. STANDARD POSITION 2. POSITION TITLE _ 3. OCCUPATIONAL CODE
NUMBER 0301
4338 Oy 344 { Assistant Chief of Staff : :
4. ORGANIZATIONAL TITLE 5. CAREER 6. PAY 7. PAY 8. TARGET 8. OPM FUNCTIONAL
GROUP SCHEDULE | BAND PAY BAND CODE
Assistant Chief of Staff }"’Zg ,ga’/s 95’/5' '
10. DRUG TEST | 11. BUS CODE | 12. FAIR LABOR STANDARDS ACT T3, DOD SUPERVISORY
8888-5USC Ch '  STATUS & AF SL
X__YES _No | 7112(b)(1) —N X_E 5CFRS551.206 DoD-5/AF-5
14, KEY/EMERGENCY | 15. MOBILIZATION INDICATOR 76. ENVIRONMENTAL/HAZARD | 17. CERTIFICATION REQUIRED
ESSENTIAL DIFFERENTIAL
: YES _X__NO
Key N/A N/A
78. POSITIVE EDUCATION REQUIREMENTS | 19. LANGUAGE REQUIRED 20. LANGUAGE IDENTIFIER
YES X NO , | ~——YES X _NO N/A
Z1. FINANCIAL STATEMENTS REQUIRED 22. POSITION SENSITVITY | 23. PAY POOL IDENTIFIER | 24. LAUTENBERGISMITH
- : AMENDMENT
X YES No “Critical Sensitive — _YES X 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 expett in the deveiopment 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 Staff's “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 materials, 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 Staff's absence

with full supervisory responsibilities.

26. POSITION'S ORGANIZATION

USTC/TCCS
27. POSITION OCCUPIED . 28. a. DUTY STATION (City — County ~ State Or Overseas Location)
. Scott AFB, lllinois, IL
Competitive b, GEOGRAPHICAL LOCATION CODE
177835163 :

29. Core Competencies

Air Force Skill Codes:

[ Percentage | Skill Code ~ | Shred | Subshred Literal Translation
| 50% AKM Officer/Administrator
| 50% ARL Program Analysis
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NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) POSITION bESCRlPTION

30. COMFONENT INFORMATION

a STANDARD OCZUFATION CODE (SOC) | b NATIOMAL GUARD BUREAU . z. AIRIARMY RESERVE TECHN:CIAN
301 [TJouasstatus  [JNON-DusLsTATUS | [ ves [x]ne
o 2+ S3EC CODE = ROLE { SPECALTY - g SSOPE AND IPAC o

M i,_'C'CCUPATlQNAL SPEC )

N/A .

N GRGANIZETIOHAL . CAREER FIELDY | RESERVED FOR COMPOHENT USE 31. PPP OF TION CODE
TOVIRONMENT COMMUNTY

COoCO ' E MNA | NtA

32, SKILLS INFORKATION

1. Expert knowledge of administrative management support functions, principles, techniques and programs.

2, Expert know'edge in developing. adapling, modifying, and applying advance mgt principles & techniques 1o defing
clarify and/or sclve problems, and o negotiate and defend findings and zl{emative solutions for senior level mgl.

3. Knowledge cf the mission, rcles, funclions, organizational structures and operations of USTRANSCOM, DoD, AF,
and arganizations that govern, interface wilh and/or influence the cominand.

4. Niastery knowledge of application of qualitalive anc quantitative methods for assessment and imprevement of
program effacliveniss, :

5. Abiity to communicate effectively with othars, bolh orally and in wriling; in sltuations g work out solulions to
sensitiv2 complex problems or issues. Ability to promole effective working relat:onships. -

6. Analytical ability. judgment, discretion, and knowledge of 2 substantial body of administrative or program pringiplas,
concepts, policies, and objectives. Ability to balance program requirements-against overall management goals.

33. CONDHTIONS OF APPOINTMENT
ay be raguired 1o lravel by military andtor civilizn aircraft in the performance of official duties.

14, OTHER REQUIEEMENTS .

a. DOD RESERVED b. DOD RESERVED . DOD RESERVED d, DOD RESERVED e. COMPOMNENT USE

35. AUTHORIZED WMANAGEMENT OFFICIAL

3 :'-*I.Gz.agz:aea o TITLE ¢ DATE (YYYYIMM.DL)

V/ALLIAM H. JOHNSON, MG, USA CHIEF OF BTAFF 2608.’08/1 9

36. CLASSIFICATION AFRROVED BY

3. SIGNATURE b, TITLE - je DATE (YYYYIMMIDLY

oo\ aLia o He »gpu.mﬂm’-’: . Ce AR (7 /o

DD FORM 2918 (BACK), JUL 2008 "
Vigg Pl Leod W2 Gl Closs 203l




CLASSIFICATION CRITERIA:

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

Knowledge of the Command structure, mission, programs, and organizational relationshibs A comprehensive knowledge

- of the function and mission of the Department of Defense and the roles and necessity the command serves in supporting

the mission.

A thorough knowledge of quantitative and qualitative methods and techniques to develop staffing standards covering
complex program functions. The ability to lead studies and analysis teams and determine accurate measurement

techniques.

Knowledge of planning and programming regulations, guidelines and processes, and thorough knowledge of DoD
facilities planning, acquisition, and management process to prepare long-range and short-range planning guidance in

accordance with broad agency program policies and objectives.

. Must be able to direct complex studies requiring apphcatlon of advanced analytlcal and statistical methods and

techmques

Ability to organize, plan, and conduct programs and activities and to write and manage the writing of program analysis.

A high degree of tact, discretion, and diplomacy in carrying out the work of the office and speaking for the Chief of Staff.
This includes appropriate handling of administratively sensitive activities.

An exceptional ability to interface with all levels and communicate effectively, both orally and in writing.

Expert skills in the visualization of complex processes and procedures to facilitate communication of concepits, programs

projects, and system to senior leaders mternal and external to the command, paired with expert presentation, persuasion, -
and team-building skills.

Factor 2, Supervxsory Controls Level 2-5 650 Points .

The incumbent of this position reports directly to the Chief of Staff who provides broad policy guidance and outlines
overall objectives. Incumbent is delegated complete responsibility and authority to exercise management control of the -
work and is expected to design, plan, and carry out major projects, programs, and assignments. Work is reviewed for
effectiveness of program management, services rendered to the organlzatlon and soundness of judgment exercised in

accomplishing duties.

Factor 3, Guidelines Level 3-5 650 Points

Guidelines include a variety of Department of Defense and Command regulations, policies, and procedures. Guidelines
are broadly stated and nonspecific, consisting of general policy statements and directions which required interpretation
and judgment in carrying out duties. Incumbent interprets policies and develops strategies for use in the command
programs and operations. The incumbent must exercise creativity and initiative in applying broad general guidelines and
dynamic situations and to exercise professional judgment in handling problems which are not covered by guidelines.

Factor 4, Complexity - Level 4-6 450 Points
The work consists of a variety of functions requiring consideration of many different and unrelated processes and
methods. Due to the unique nature of the mission of the command, the incumbent is responsible for coordination with
DoD, combatant commands, and military services guidelines with those of the command as necessary. The incumbent
must be able to analyze interrelated issues of effectiveness, efficiency, and productivity affecting major programs of the
command. Incumbent must possess the skill to evaluate and consider the impact of change in legislative and other DoD
regulatory requirements on long-range goals and objectives. Although the purpose and desired objectives are usually
clear, the method and techniques of approach to be used in accomplishing the objectives are wholly dependent on the
skill, mature judgment, experience, and resourcefulness of the incumbent. .

Factor 5, Scope and Effect Level 5-6 450 Points




The work contributes to the improvement of the productivity, effectiveness, and efficiency of the command staff and
administrative support provided to the command. Work affects the plans, goals, and effectiveness of mission and
programs at various levels throughout the command. Incumbent will advise of changes to command staff organizational
structures, organizational charts, and mission and functional statements to implement orgamzatlon changes in program

administration.

Factor 6, Personal Contacts SEE FACTOR LEVEL 7

Contacts are with high ranking officials from outside the employmg agency at National or mtematlonal levels in highly
unstructured settings.

Factor 7, Purpose of Contacts L§V616/7-4d 330 Points

The purpose is to influence, motivate, interrogate, or control persons or groups. The.persons contacted may be fearful,

‘skeptical, uncooperative, or dangerous. Therefore, the employee must be skillful in approaching the individual or group in

order to obtain the desired effect, such as gaining compliance with established policies and regulations by persuasion or
negotiation, or gaining information by estabhshmg rapport with a suspicious informant.

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

The work is sedentary. Typically, the employee sits comfortably to do the work. However, there may be some walking;
standing; bending; carrying of light items, such as papers, books, or small parts; or driving an automobile. No special
physical demands are required to perform the work.

Factor 9, Work Environment Level 9-1 5 Points

- The environment involves everyday risks or discomforts that require normal safety precautions typical of such places as

offices, meeting and training rooms, libraries, residences, or commercial vehicles, e.g., use of safe work practices with
office equipment, avoidance of trips and falls, observance of ﬁre regulations and traffic signals. The work area is

adequately lighted, heated, and ventilated.

Total Points: 4140
Point Range: 4055
Grade: GS-15

CLASSIFICATION STANDARD(S) USED: OPM Position Classification Standard for Management and Program
Analysis Series, GS-0343, TS-98, August 1990, (HRCD-6, January 1999); OPM Admmlstratlve Analysis Grade
Evaluation Guide, TS-98, August 1990, (HRCD-6, January 1999). .




GS PD Standards for Sequence #: 1133150

GS PD Standards for Sequence #: 1133150
PD# PS-OC-PB - Position Title

43308 YA-0301-03 ASSISTANT CHIEF OF STAFF

Mission Goal

absence of the Commander and Deputy Commander.

United States Transportation Command provides global air and surface transportation to meet national security objectives by maintaining
command and control of strategic forces and logistics infrastructure. TRANSCOM also serves as the DoD Distribution Process Owner.

Office of the Chief of Staff serves as principal advisor to the USTRANSCOM Commander and Deputy Commander and assists in the
performance of assigned duties and responsibilities. Directs and coordinates the activities of the staff in accordance with the policies and
instructions of the Commander and Deputy Commander. Acts as primary point of contact between the Commander and the three
Transportation Component Commands for administrative matters. Addltlonally, the Chief of Staff acts on matters affecting the command in the

GS PD Standards for Sequence #: 1133150

Number |Standard Title

Standard

Executive Administrative Manager

Assists the Chief of Staff by providing 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
the secretariat, information management knoowledge management and faC|I|t|es
management.

Ensure smoath, efficient functioning of the Office of the Chief of Staff (TCCS) by

ensuring full compllance with valld requirements, instructions, etc. with minimal
late/missed deadlines.

Command Representation

Professionally and experily represent TCCS in all significant representation of the
command (committees, working groups, command and area organizations, etc.) by
acting as the Chief of Staff during his absence with full supervisory responsibility
and no loss of command group continuity. Renders decisions on behalf of the Chief
of Staff that are fully-vetted, timely (in relation to need) and consistent with
command position. Rescissions should occur only rarely.

[ — U



~ GS PD Standards for Sequence #: 1133150 .

Number

Standard Title

Standard

Supervisory

demonstrated by decisions effecting a fair distribution of work and special projects,
training, recognition, developmental assignments, leave usage, etc., Meets
established milestones for the completion of supportable performance evaluations,
e.g. work plans, feedback, and recommended ratings. Constantly displays
leadership characteristics by persconal example and mentoring junior personnel.

accomplish their duties effectively. Communicates performance expectations and

- |holds employees accountable for accomplishment. Institutes timely measures to

overcome subordinates conduct problems; chosen course of action to be fully
justified, faithfully adhere to-all merit principles. Complaints regarding the
incumbent's actions (either commissions or omissions) should rarely occur and will
be evaluated by the impact they have on the staff.

Promotes a work environment which provides equal opportunity to subordinates as

Ensures TCCS members are provided a safe work site with adequate resources to

Technical Advisor

Provide senior, expert professional consultive functional skills in developing and
applying workable strategies and implementation of command initiatives. Assist the
Chief of Staff in developing and implementing solutions for over-arching
command-wide areas of improvement. Guidance must be thoroughly researched,

accurate, appropriate for the audience, and timely rendered given the nature of the
issue. :

—LI



NATIONAL SECURITY PERSONNEL SYSTEM (NSPS) STANDARD POSITION DESCRIPTION (SPD)
POSITION AND HIRING INFORMATION CLC; OWSBA Comp Area: AA

1. STANDARD POSITION 2. POSITION TITLE 3. OCCUPATIONAL CODE
NUMBER 03M
43808 9S¥330F Assistant Chief of Staff
4. ORGANIZATIONAL TITLE 5. CAREER 6. PAY 7. PAY 8. TARGET 3. 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
8888-5LiSC Ch STATUS & AF SL
X YEs No | 7112(b){1) — N _X E 5CFRS551.206 DoD-5/AF-5
14. KEYJEMERGENCY | 15. MOBILIZATION INDICATOR 16. ENVIRONMENTALIHAZARD | 17. CERTIFICATION REQUIRED
ESSENTIAL DIFFERENTIAL
YES X NO
Key N/A N/A
18. POSITIVE EDUCATION REQUIREMENTS | 19. LANGUAGE REQUIRED 20. LANGUAGE IDENTIFIER
YES _X_NO —YES X _NO NJA
Z1. FINANCIAL STATEMENTS REQUIRED 22. POSITION SENSITIVITY 23. PAY POOL IDENTIFIER 24. LAUTENBERGISMITH
AMENDMENT
X YES No Critical Sensitive —__YES X 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 secretarfat, information management, and facility management. Develops goals, oversees the development of policies
and procedures and objectives that integrate the Commanders 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. Aftends meetings and conferences with senior leaders and officials and acts as the Chief of Staff's "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 ieaders, managers, expers, and subject matters
experts in fields that are important to the cormnmand 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
analylical reports, program assessments, briefing materials, decision memoranda, correspendence, and other documents
related to the specific areas of assignment. May be required o act as the Chief of Staff during Chief of Staff's absence
with full supervisory responsibilities.

26. POSITION'S ORGANIZATION
USTCTCCS

{"27. POSITION OCCUPIED 28. a. DUTY STATION (City — County — State Or Overseas Location)
Scott AFB, lllinois, IL
Competitive b. GEOGRAPHICAL LOCATION CODE
177835163

29. Core Competencies

Air Force Skill Codes:

Percentage | Skill Code | Shred | Subshred Literal Translation
50% AKM Officer/Administrator
S50% ARL Program Analysis

DD FORM 2918, Jul 2006
Air Force SCPD Automated Form - Jul 2006
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NATIOMAL SECURITY PERSONNEL SYSTEM (NSPS) POSITION DESCRIPTION

30. CCMPONENT INFORMATION

a2 STANDARD OCZUFATION CODE (SOC)  |b. NATIONAL GUARD BUFEAU = AIRIARMY RESERVE TECHNICIAN
364 [Joua status  [Jnon-puststatus | []ves [x]ne
[ o AESPEC CODE » ROLE i EPECALTY - g STOPE AND 1APACT T

Wi, CCCUPATIONL SPEC

N/A

N GRGANIZ TIOHAL . CAREER FIELD j RESEAVED FOR COMPONENT USE 31. PPP OF TION COOE
ENVIRONMENT COMMUNITY

COCOM E MNA . NIA

32. SKILLS INFORMATION

1. Expurt know'edge of administrative management support functions, principles, techniques and programs.

2. Expert knowedge in developing, adapfing, modifying, and applying advance mgt principles & techniques 1o defin2
clarify andlor scive problems, and 1o negotiale and defend findings and altemalve solutions for senior fevel mgt.

3. Kno~ledge cf the mission, rcles, funclions, organizational structures and operations of USTRANSCOM, DoD, AF,
and oryanizations that govern, inlerface with and/or infruence the command.

4. Maslery knowledge of application of qualitalive anc quantitative methods for assessment and improvement of
prograrm éffacliveness.

5. Abiity to communicate ffectively with others, bolh orally and in wriling: in situalions o work out solutions 10
sensiiva complex probiems or issues. Ability to promole effcctive working relat-onships.,

6 Analytical ability. judgment, discrelion, and knovdedge of a substanlial body of adminisirative of program principles,
concepts, poficies, and obsjeclives. Abilily to balance program requirements agains{ overall managerent goais.

33, CONCITIONS OF APPOINTMENT

$4ay be ragired to rave! by mililary andror civitizn airczaft in the performance of official duties. .

14, OTHER REQUIFEMENTS

a 00D IESERVED k. DOD RESERVED <. DOD RESERVED d. DOO RESERVED ¢. COMPOLIENT USE

35. AUTHORIZED MANAGEMENT ORFICIAL

] :“'.GZA&I%E’ b TITLE ¢ CATE (YYYIAM-OC)

WALLIAM H. JOHNSOM, MG, USA CHIEF OF STAFF 2008/08/19

35. CLASSIFICATION AFRJOVED BY

3. SIGNATURE b. TITLE €. DATE YYYYIMIMiIOL)

oo udda s e hecaloix . 208 (A fio

DD FORM 2818 (BACK), JUL 2006

9549330%



