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	POSITION DESCRIPTION
	1. Agency PDCN  70696000 

	2. Reason for Submission
   FORMCHECKBOX 
 Redescription    FORMCHECKBOX 
 New
	3.  Service
   FORMCHECKBOX 
 HQ   FORMCHECKBOX 
 Field
	4.  Empl Office Location
  
	5. Duty Station
  
	6. OPM Cert #

   

	   FORMCHECKBOX 
 Reestablishment  FORMCHECKBOX 
 Other

 Explanation (Show Positions Replaced)

 Repls PD Nos. R8581000 & R8631000
	7. Fair Labor Standards Act

Not Applicable
	8. Financial Statements Required
  FORMCHECKBOX 
 Exec Pers Financial Disclosure

  FORMCHECKBOX 
 Employment & Financial Interests
	9. Subject to IA Action
   FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No

	
	10. Position Status
   FORMCHECKBOX 
 Competitive

   FORMCHECKBOX 
 Excepted (32 USC 709)
	11. Position is

   FORMCHECKBOX 
 Supervisory

   FORMCHECKBOX 
 Managerial
	12. Sensitivity
   FORMCHECKBOX 
 Non-Sensitive

   FORMCHECKBOX 
 Noncritical Sens
	13. Competitive Level
 

	
	   FORMCHECKBOX 
 SES (Gen)

   FORMCHECKBOX 
 SES (CR)
	   FORMCHECKBOX 
 Neither
	   FORMCHECKBOX 
 Critical Sens

   FORMCHECKBOX 
 Special Sens
	14. Agency Use

       Dual Status

	15. Classified/Graded by

    FORMCHECKBOX 
 a. US Office of Pers Mgt   FORMCHECKBOX 
 b. Dept, Agency or Establishment   FORMCHECKBOX 
 c. Second Level Review   FORMCHECKBOX 
 d. First Level Review


	
	Official Title of Position
	Pay Plan
	Occupational Code
	Grade
	Initials
	Date

	
	   Supervisory Surface Maintenance Specialist
	GS
	1601
	12
	ml
	15 Nov 06

	16. Organizational Title (If different from official title)

         
	17. Name of Employee (optional)

          

	18. Dept/Agency/Establishment - National Guard Bureau

    a. First Subdivision      - State Adjutant General 
    b. Second Subdivision     - Joint Forces Headquarters—State 
	 c. Third Subdivision  - Logistics Directorate (J-4/G-4)
 d. Fourth Subdivision – State Surface Maintenance Management  

    Office
 e. Fifth Subdivision  - 

	19. Employee Review. This is an accurate description of the major duties and responsibilities of my position.
	   Employee Signature /Date (optional)

   

	20. Supervisory Certification. I certify that this is an accurate statement of the major duties and responsibilities of this position and its organizational relationships, and that 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 related to appointment and payment of public funds. False or misleading statements may constitute violations of such statutes or their implementing regulations.

	 a. Typed Name and Title of Immediate Supervisor
   
	 b. Typed Name and Title of Higher-Level Supervisor/Manager (optional)

   

	    Signature

    
	 Date

 
	    Signature

    
	 Date

 

	21. Classification/Job Grading Certification: I certify this position has been classified/graded as required by Title 5 USC, in conformance with USOPM published standards or, if no published standards apply directly, consistently with the most applicable standards.


	 22. Standards Used in Classifying/Grading Position
 USOPM/PCS for: Job Family Classification Standard 

 for Administrative Work in the Equipment, Facilities,

 and Services Group, GS-1600, “Equipment, Facilities, and

 Services Series, GS-1601,” May 2003; USOPM General 

 Schedule Supervisory Guide (GSSG), April 1998. 


	    Typed Name and Title of Official Taking Action
	

	  MYRA LOCKIE
  Human Resources Specialist (Classification)
	Information For Employees. The standards and information on 

their application are available in the personnel office. The 

classification of the position may be reviewed and corrected by

	    Signature

  //SIGNED//
	 Date

15 Nov 06
	the agency or OPM.  Information on classification/job grading appeals is available from the personnel office.

	23. Position Review
	 Initials
	Date
	Initials
	Date
	Initials
	Date
	Initials
	Date
	Initials
	Date

	a. Employee (Opt)
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	b. Supervisor
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	c. Classifier
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	24. Remarks:

    Released from NGB-J1-TNC, CRA 06-1036, dated 15 Nov 06.   


	25. Description of Major Duties and Responsibilities (SEE ATTACHED)

	NSN 7540-00-634-4265 Previous Edition Usable 5008-106          Optional Form 8       US Office of Personnel Management (USOPM), FPM CHAPTER 295 [Equivalent]


25.

a.  INTRODUCTION:

This position is located in the Joint Forces Headquarters—State, Logistics Directorate (J-4/G-4), State Surface Maintenance Management Office.  The primary purpose of this position is to serve as a second-level supervisor and technical authority over two or more Army National Guard (ARNG) surface maintenance facilities, e.g., Combined Support Maintenance Shop (CSMS), Maneuver Area Training Equipment Site (MATES), Unit Training Equipment Site (UTES), and/ or Field Maintenance Shop (FMS).  Work requires comprehensive knowledge of the principles, concepts, and practices involving ARNG surface maintenance facilities, equipment, and services.  In the absence of an officially established and filled position, may also serve as the Deputy to the Surface Maintenance Manager.  The highest level of basic non-supervisory work directed is comparable to GS-09.
b. DUTIES AND RESPONSIBILITIES:

(1)  Directs, coordinates, and oversees the work of subordinate supervisors and employees.  Plans and schedules work to be accomplished by subordinates, sets and adjust short-term priorities.  Assigns work in consideration of employee skills and mission requirements.  Exercises significant responsibilities dealing with headquarters’ personnel, senior commanders, and staff officers of other units, organizations, and commands.  Advises high-ranking management of functions, activities and services provided.  Advises, counsels, or instructs employees on work and administrative matters.  Makes and/or resolves decisions on work problems presented by subordinate supervisors.  Develops performance standards.  Evaluates subordinate supervisors’ work performance and serves as a reviewing official of subordinates supervisors’ workers.  Improves production or increases the quality of work directed.  Interviews candidates and recommends appointment, promotion, or reassignment to positions in the unit.  Makes or approves selections for subordinate non-supervisory positions and recommends selections for subordinate supervisory positions.  Hears and resolves employee complaints and refers group grievances, or more serious unresolved complaints, to a higher-level supervisor.  Approves expenses comparable to within–grade increases, employee travel, etc.  Recommends awards or bonuses for nonsupervisory personnel and changes in position classification.  Provides technical supervision for field and sustainment maintenance on surface equipment issued to the ARNG.  
(2). Ensures that maintenance facilities manage workflow to attain established backlog goals.  Using the current automation or other programs, monitors maintenance activities OPTEMPO funds usage to ensure proper expenditure and resource management.  Ensures expendable, non-expendable, and durable property is authorized, maintained, and properly accounted for.  Nominates subordinate supervisors to manage maintenance facilities.  Ensures established ratios for direct and indirect employees are maintained.  Evaluates performance, provides counsel, advice and instructions for immediate subordinates.  Hears grievances not settled at lower levels.  Conducts or participates in reviews of serious disciplinary cases.  Reviews performance standards, position descriptions, and proposed training plans prepared by subordinate supervisors.  Reviews reports and recommendations made by subordinates for proper interpretations and application of established policies, regulations and procedures.

(3) Develops, implements, and oversees the quality assurance program for assigned surface maintenance facilities to ensure production goals as established and attained. Oversees and participates with other involved officials in developing plans and procedures for assuring quality and reliability of work products.  Reviews work instructions, technical data, inspection methods, and test procedures to assure adequacy.  Reviews quality and flow of materials and supplies required to support maintenance activities.  Confers with supported units to resolve problems.  Provides direction to ensure correction of noted deficiencies.  Publishes technical information letters on quality assurance techniques and objectives.  Responsible for monitoring manpower utilizations ensuring work methods, procedures, and allocations are made to best accomplish program objectives within available resources.
(4) Provides technical guidance to assigned maintenance activities through coordinated assistance and/or evaluation visits.  Plans ongoing unit visits throughout the state.  Visits assigned surface maintenance facilities on a regular basis to promote efficient operations, and compliance in accordance with current regulations and policies.  Ensures the state maintenance support plan is reviewed and updated to reflect the most current data.  Plans and develops schedules and agendas for shop supervisors’ training and meetings and coordinates details to ensure an effective meeting.

(5) Responsible for conducting periodical inspections of maintenance activities to determine adequacy of work, storage; and to support current density of equipment supported and personnel employed.  Provides an analysis of needs, develops requirements, and coordinates recommendations to ensure adequate facilities are established and maintained.  May serve as a member of the State Facility Committee to provide technical guidance with respect to maintenance facilities or to review construction or retention documentation for correctness.

(6) Manages the state’s Command Maintenance Evaluation Team (COMET).  Analyzes COMET results, develops plans to assist or correct systemic problems, and monitors implementation.  Provides budgetary requirements to support COMET-related travel and other funding requirements.  Schedules assigned activities and units assigned to the state as well as teams to conduct inspections.

(7) Manages the safety and health program for maintenance facilities and operations including instruction in safe operating procedures and policies; and investigation of all accident/incidents including preparation of reports and other required documentation.  Determines corrective action required and ensures procedures are implemented to prevent future problems.  Ensures safety meetings, and safety boards are established.  

(8) Responsible for the hazardous waste/industrial hygiene program for the surface maintenance facilities.  Coordinates with the environmental office regarding environmental impact assessments and attends environmental committee meetings.

(9) Performs other duties as assigned.

c.  OTHER SIGNIFICANT FACTS:   

Incumbent may be required to prepare for and support the mission through the accomplishment of duties pertaining to military training, military readiness, force protection and other mission related assignments including, but not limited to, training of traditional Guard members, CWDE/NBC training, exercise participation (ORE/ORI/UCI/MEI/OCI/IG, etc.), mobility exercise participation, FSTA/ATSO exercise participation, SABC training, LOAC training, weapons qualification training, participation in military formations, and medical mobility processing within the guidelines of NGB/ARNG/ANG/State/TAG rules, regulations and laws.  These tasks have no impact on the classification of this position and should NOT be addressed in any technician’s performance standards.
d. FACTOR DISCUSSION:

Factor 1 – Program Scope and Effect:

The primary purpose of this position is to serve as a second-level supervisor and technical authority over two or more ARNG surface maintenance facilities, e.g., CSMS, MATES, UTES, and/or FMS.  Functions, activities, and services provided have local geographic coverage and provide support comparable to a small to medium military installation.  Services provided significantly affect the ARNG state surface maintenance program comparable to a medium to small city.
Factor 2 – Organizational Setting:

This position reports to the Surface Maintenance Manager who reports to the Director of Logistics.  This is more than two levels below the State Adjutant General who is the first general officer.  
Factor 3 – Supervisory and Managerial Authority Exercised:

This position exercises administrative and technical supervision over two or more surface maintenance facilities.  Directs, coordinates, and oversees the work of subordinate supervisors and employees.  Plans and schedules work to be accomplished by subordinates, sets and adjusts short-term priorities. Advises, counsels, or instructs employees on work and administrative matters.  Makes and/or resolves decisions on work problems presented by subordinate supervisors.  Develops performance standards.  Evaluates subordinate supervisor’s work performance and serves as a reviewing official of subordinates supervisors’ workers.  Improves production or increases the quality of work directed.  Interviews candidates and recommends appointment, promotion, or reassignment to positions in the unit.  Makes or approves selections for subordinate non-supervisory positions and recommends selections for subordinate supervisory positions.  Hears and resolves employee complaints and refers group grievances, or more serious unresolved complaints, to a higher-level supervisor.  Approves expenses comparable to within–grade increases, employee travel, etc.  Recommends awards or bonuses for nonsupervisory personnel and changes in position classification. 
Factor 4 – Personal Contacts:


Subfactor 4A - Nature of Contacts:
Contacts are inside and outside the organization and include subordinate supervisors and technicians, headquarters’ personnel, senior commanders, and staff officers of other units or organizations.  These contacts are informal and occur in conferences, meetings, or by telephone.  

Subfactor 4B - Purpose of Contacts:
The purpose of contacts is to acquire or exchange information regarding facts needed to complete an assignment; and to ensure that information provided to outside parties is accurate and consistent; that work directed is planned and coordinated with others outside the organization; and that differences are resolved involving the opinions of managers, supervisors, employees, or others.
Factor 5 – Difficulty of Typical Work Directed:

Responsible for providing supervision and technical authority over work graded and constructed at the GS-9 level which best characterizes the nature of the basic, mission oriented, non-supervisory work performed in the organization.  Workload constitutes 25 percent or more of the workload of the organization.  
Factor 6 – Other Conditions:

Work supervised involves technical and complex support work graded and constructed at the GS-9 level and requires consistency of service and interpretation or advice in accordance with guidance and regulations.
EVALUATION STATEMENT

A.  Title, Series, and Grade:  Supervisory Surface Maintenance Specialist, GS-1601-12

B.  References:  USOPM/PCS for: 


1.  Job Family Classification Standard for Administrative Work in the Equipment, Facilities, and Services Group, GS-1600, “Equipment, Facilities, and Services Series, GS-1601,” May 2003. 


2.  General Schedule Supervisory Guide, April 1998. 

C.  Background:  This package results from significant changes in Department of Army maintenance doctrine and impact of the Army Maintenance Transformation (AMT) on the Army National Guard (ARNG).  This has resulted in a reorganization of four-level to two-level maintenance, which has driven the redescription of this PD.  The new USOPM Job Family Classification Standard for Administrative Work in the Equipment, Facilities, and Services Group, GS-1600, has been applied to this position.

D.  Pay Plan, Series, Title, and Grade Determination:


1.  Pay Plan:  This is a supervisory position that has as its paramount requirement, knowledge or experience of technical work not related to trades, craft, or manual-labor work.  Such positions are covered by the General Schedule (GS) pay plan.  Therefore, this position is assigned to the GS.


2. Series:  The primary purpose of this position is to serve as a second-level supervisor and technical authority over two or more ARNG surface maintenance facilities, e.g., CSMS, MATES, UTES, and/ or FMS.  Work requires comprehensive knowledge of the principles, concepts, and practices involving ARNG surface maintenance facilities, equipment, and services.  Work entails supervision and accomplishment of two-grade interval work, involving a combination of two or more series in the GS-1600 occupational job family.  This is descriptive of the Equipment, Facilities, and Services Series, therefore, this position is classified to the GS-1601 series. 

3. Title:  There are no specified titles for positions in this occupational series, therefore, constructed titles are authorized.  As this is a supervisory position, Reference B.2., instructs that the prefix “supervisory” is to be added to the title.  Therefore, the position is titled Supervisory Surface Maintenance Specialist. 

 4.  Grade:  The GSSG covers supervisory and managerial positions.  As shown in the attached General Schedule Supervisor Position Evaluation Statement, the grade assigned is GS-12. 

E.  Conclusion:  Supervisory Surface Maintenance Specialist, GS-1601-12

Classifier: Myra Lockie, NGB-J1-TNC





      DATE:  15 Nov 06

GENERAL SCHEDULE SUPERVISOR
POSITION EVALUATION STATEMENT

	FACTOR
	LEVEL
	POINTS
	REMARKS

	1.  PROGRAM SCOPE & EFFECT
	     1-2
	350
	See Analysis Below

	2.  ORGANIZATIONAL SETTING
	     2-1
	    100
	“         “           “

	3.  SUPVY & MANAGERIAL  
     AUTHORITY
	    3-3b
	    775
	“         “           “

	4.  CONTACTS:   
       A.  NATURE
       B.  PURPOSE
	   4A-2
	      50
	“         “           “

	
	   4B-2
	      75
	“         “           “

	5.  DIFFICULTY (BASE WORK)
	     5-5
	    650
	“         “           “

	6.  OTHER CONDITIONS
	   6-3a
	    975
	“         “           “

	     Adjustment Provision
	Y or N
	     No
	“         “           “

	TOTAL POINTS ASSIGNED:
	   2975
	     GRADE:  GS-12


Factor 1 - Program Scope and Effect:






FL 1-2    350 Points

The primary purpose of this position is to serve as a technical authority over two or more ARNG surface maintenance facilities, e.g., CSMS, MATES, UTES, and/or FMS.  Functions, activities, and services provided have local geographic coverage and provide support comparable to a small to medium military installation.  Services provided significantly affect the ARNG state surface maintenance program comparable to a medium to small city.  This meets FL 1-2.  This position does not meet FL 1-3 where work directly and significantly impacts a wide range of “agency” activities, the work of other agencies, operations with outside interests, or the general public.  This position involves local coverage and does not meet the definition of an “Agency” as defined in Reference B.2.  Agency-level scope consists of large, complex, multi-mission organization(s) and/or servicing very large populations involving numerous, varied, and complex technical, professional, and administrative functions.  This position does not meet FL 1-3. 

Factor 2 - Organizational Setting: 







FL 2-1    100 Points
This position reports the Surface Maintenance Manager who reports to the Director of Logistics. This is two levels below the State Adjutant General who is the first general officer.  Therefore, this meets FL 2-1.  This position does not report to a supervisor who is one reporting level below the State Adjutant General, which is indicative of FL 2-2.  

Factor 3 - Supervisory and Managerial Authority Exercised: 

FL 3-3b    450 Points
This position exercises administrative and technical supervision over two or more surface maintenance facilities.  Directs, coordinates, and oversees the work of subordinate supervisors and employees.  Plans and schedules work to be accomplished by subordinates, sets and adjust short-term priorities.  Assigns work in consideration of employee skills and mission requirements.  Exercises significant responsibilities dealing with headquarters’ personnel, senior commanders, and staff officers of other units, organizations, and commands.  Advises management of functions, activities and services provided.  Advises, counsels, or instructs employees on work and administrative matters.  Makes and/or resolves decisions on work problems presented by subordinate supervisors.  Develops performance standards.  Evaluates subordinate supervisor’s work performance and serves as a reviewing official of subordinates supervisors’ workers.  Improves production or increases the quality of work directed.  Interviews candidates and recommends appointment, promotion, or reassignment to positions in the unit.  Makes or approves selections for subordinate non-supervisory positions and recommends selections for subordinate supervisory positions.  Hears and resolves employee complaints and refers group grievances, or more serious unresolved complaints, to a higher-level supervisor.  Approves expenses comparable to within–grade increases, employee travel, etc.  Recommends awards or bonuses for nonsupervisory personnel and changes in position classification.  Provides technical supervision for field and sustainment maintenance on surface equipment issued to the ARNG.  This meets FL 3-2b.  FLs 3-4 a. and b. are not met as these levels are characterized by managing through supervisors or managers of subordinate organizational levels or lower organizational levels, involving separate program segments and exercising full authority for the full range of personnel actions and organizational design proposals.  This is not required for this position and indicates a much larger and higher level of organization than is currently supervised.
Factor 4 - Personal Contacts:


Subfactor 4A - Nature of Contacts:   





FL 4A-2    50 Points
Contacts are inside and outside of the organization and include subordinate supervisors and technicians, headquarters’ personnel, senior commanders, and staff officers of other units, organizations, or commands.  These contacts are informal and occur in conferences, meetings, or by telephone.  This meets FL 4A-2.  FL 4A-3 is not met as this level involves frequent contacts with high-ranking military or civilian managers and supervisors at NGB; administrative personnel with NGB headquarters; and with personnel in other Federal agencies.  Other contacts at this level include key staff of public interest groups, journalists, congressional committees and subcommittee personnel, etc.  This level of contacts is not required for this position.   


Subfactor 4B - Purpose of Contacts:   





FL 4B-2    75 Points
The purpose of contacts is to acquire or exchange information regarding facts needed to complete an assignment; and to ensure that information provided to outside parties is accurate and consistent; that work directed is planned and coordinated with others outside the organization; and that differences are resolved involving the opinions of managers, supervisors, employees, or others. This meets FL 4B-2.  FL 4B-3 is not met as purpose of contacts at this level is to justify, defend, or negotiate in representing a project or program, obtaining or committing resources, and to gain compliance with established policies and regulations.  This level of contacts is not required by this position and is characteristic of the higher supervisor over this position.  

Factor 5 - Difficulty of Typical Work Directed: 




FL 5-5    650 Points
FL 5-5 is met as this position is responsible for providing supervision and technical authority over work graded and constructed at the GS-9 level and best characterizes the nature of the basic, mission oriented, non-supervisory work performed in the organization.  Workload constitutes 25 percent or more of the workload of the organization.  FL 5-6 is not met as there are no, non-supervisory positions constructed at the GS-11 level in the organization that constitutes 25 percent or more of the workload.  

Factor 6 - Other Conditions: 








FL 6-3a    975 Points

FL 6-3a is met as work supervised involves technical and complex support work graded and constructed at the GS-9 level and requires consistency of service, interpretation or advice in accordance with guidance and regulations.  FL 6-4 a. is not met as this position does not involve substantial coordination and integration of work assignments, projects, or program segments that are professional or at a scientific equivalent to the GS-11 level.  Therefore, FL 6-3a is assigned. 
FINAL CLASSIFICATION:  Supervisory Surface Maintenance Specialist, GS-1601-12
CLASSIFER:  Myra Lockie, NGB-J1-TNC
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