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25.

a.  INTRODUCTION

This position is located in an information management organization.  The work of this position involves the design, implementation, and management of the state’s National Guard Web page along with the design and management of the Visual Information (VI) program.

This position requires military membership.  It is designated for an Enlisted incumbent only.  In accordance with DA Pamphlet 611-21 and AFMAN 36-2108, the incumbent performs duties necessary to accomplish information technology management functions in support of command, control, communications and computers (C4) programs essential to state information management daily operations, training, and readiness missions.

b.  DUTIES AND RESPONSIBILITIES
--Plans, designs, develops, tests, implements, and manages the Internet, Intranet, and Extranet activities, including systems/applications development and technical management of web sites.  Reviews agency policies concerning web sites and develops state policies accordingly.  Interfaces with all state staff offices and units to collect files, data, publications, and current information, in an electronic format, to consolidate, organize and create interactive web pages with necessary hypertext links to produce accessible “online” information.  Manages Internet server operations through continuous maintenance and updates of information as dictated by the staff offices and units.  Works with the functional proponents of databases to convert those databases to interactive HTML web page files.  Assists staff offices and units with technical advice and information for efficient data transmission into web pages.   Ensures all material presented is in compliance with copyright requirements and that Web design is in compliance with Americans with Disabilities Act for accessibility.  Works with the Database Manager to develop interactive databases for applications on the web.

--Plans and administers the state’s VI program.  Develops policies, directives, and standard operating procedures (SOP).  Manages the state’s VI architecture, ensuring all changes are properly documented.  Maintains close liaison with Department of Army, Department of Air Force, National Guard Bureau (NGB), federal and state agencies, business leaders, STARC staff and operational personnel to ensure efficient VI operations.  Forecasts and executes the state’s VI budget, to include procurement of equipment and supplies. 

--Coordinates all activities related to the full range of VI products and services for the state such as still photography (photo-chemical and digital video), manual and computer-generated graphics, presentation services (conference rooms and classrooms), VI equipment and product loan, video (acquisition, production, post-production and duplication), audio (production and duplication), video teleconferencing, closed circuit television, and master antenna and cable television.  Coordinates with various outside agencies/contractors on projects that may involve research, procurement and installation of contract services.

--Directs design of unique projects from inception to completion through application of innovative solutions in the use of multimedia technologies.  Accepts or rejects customer produced or procured materials.  Analyzes statistical information, personnel data, or general descriptions of information to be visually depicted.  Selects appropriate visual media for the project that will best represent the information to be presented.  Manages production of electronic and printed material in the form of slides, displays, newsletters, pamphlets, web pages, posters, and leaflets for various activities.  Directs page layouts allowing for line art, photographs, graphs and other graphics.  

--Provides higher-level management with VI products, services, consultation, facilities (studio or presentation room) and equipment to support functional areas, to include command and control, training, logistics, medical, personnel, special operations, engineering, and public affairs.

--Manages the state Visual Information Support Center.  Responsible for training and coordinating equipment usage.  Manages stock videos, audio computer graphics, slides, photographs, line drawings and hardcopy clip art libraries (to include manuals, CD ROMs, videotapes, videodisks, etc.).  Maintains the state defense visual information activity number (DVIAN) account.  Coordinates VI usage logs and submits required reports.

--Manages the installation, set up, and technical support of the state’s Distributed Training Technology (DTT) / Distance Learning Network (DLN).  Serves as a member of the state DTT/DLN Advisory Board.

--Performs other duties as assigned.

Factor 1 - Knowledge Required by the Position:

--Knowledge of and skill to apply current Internet technologies, standard Internet protocols, Internet server operations and operating systems to the design of the web site.  

--Knowledge of Internet security principles and protocols, usability concepts, i.e. navigational aids, site architecture, knowledge management, and information delivery systems that enable all potential users to access information contained on the Web pages.  

--Knowledge of current Web-based application and accessibility technologies, U.S. copyright laws, accessibility factors including those specified in Section 508 of the Rehabilitation Act of 1973 (as amended in 1998) to advise on the appropriate use of copyrighted material and ensure compliance with the Americans with Disabilities Act.  

--Knowledge of standard database management principles and methods, and programming and scripting languages.

--Skill in determining the most appropriate methods for delivering information via the Internet, design and develop Internet applications that meet the state’s electronic requirements for services to internal and external audiences.

--Ability to organize work, set priorities, determine resource requirements, monitor progress and evaluate outcomes of all assigned programs.  

--Thorough knowledge of visual arts, video graphic, and photographic methods and techniques as well as thorough knowledge of the subject matter supported or depicted to plan visual products and services that interpret subject matter content.  

--Knowledge of the organizations’ mission and functions to develop original designs, concepts, or visual styles for publications, exhibits, or presentation material that present to the public the ideas of image desired, evoke certain viewer responses, or reduce the cost of production, installation, or maintenance of the visual product.  

--Ability to create visually stimulating designs from verbal or written descriptions of the item, event or issue to be depicted.

Factor 2 - Supervisory Controls:

The supervisor outlines overall objectives and any resource limitations.  The incumbent and supervisor, together, discuss timeframes, scope of the assignment including possible stages, and possible approaches on the design and appearance of the product.  Resolves most differences of opinion or interpretation with clients, and independently plans and carries out the projects, and coordinates the work with project team members, clients, or with safety experts for display items of visual arts projects.  Completed work is reviewed only in terms of its effectiveness in meeting the overall objectives of the project and the degree of client satisfaction.

Factor 3 - Guidelines:
For work in Information Technology, a variety of reference materials, regulations, and manuals are available for but are not always directly applicable or may not specifically address all aspects of the issue or problem.  General problems or issues are resolved using precedents that outline the preferred approach.  The incumbent researches the available guidelines and uses judgment in choosing, interpreting, and modifying these guidelines to adapt them to the specific problem or issue.

For VI projects the guidelines consist primarily of examples of previous similar, but not identical projects done for the organization; examples of similar, but not identical visual products found in books or magazines; or sketches, construction drawings, photographs, videotapes or other materials provided by clients. The incumbent uses judgment in transforming these ideas and visual materials into finished visual products that achieve the desired purpose and effect. The incumbent is expected to recognize where precedent projects, design specifications, or materials offered by clients must be adapted, decide how they should be adapted, and recommend these changes.

Factor 4 - Complexity:

Projects are varied and require the application of a wide range of methods, techniques, materials, or art media.  The projects format or visual style has not been specified and the incumbent must visually interpret the subject matter to be depicted.  For Web based projects, new web-based technologies must be experimented with and new visual and audio products produced using these technologies.  Where visual products have been produced before on the same general subject matter and in the same general manner of presentation, this typically requires departing from past approaches to create new designs that will create a new visual effect.  The emphasis for both programs is on planning, research, and collaboration with persons knowledgeable in the subject matter to be depicted or presented for visual projects, and making effective uses of Internet technologies to create secure and visually appealing web designs that meet the customer expectations and user requirements and accessibility.  Adjustments may have to be made for changes in technology, differences in time or money available, location or space available, in certain details of the subject matter itself, or in aspects of the subject matter to be emphasized.

Decisions are made on how best to present specified subject matter information for effective use of the Internet and for visual projects to include assessing whether there is sufficient subject matter information and visual material immediately available and identifying possible sources of additional information and material needed to develop a product.  Target audience can include community civilian population, junior enlisted to senior staff officers and congressional leaders.

Factor 5 - Scope and Effect:

The purpose of the work is to design, and deliver an Internet/Intranet service that provides the user with access to information, applications, and data that is secure and reliable.  System is monitored, evaluated, and fine-tuned in order to provide a quality product that affects a wide range of organizational activities.  The work is also to plan the details of developing a variety of conventional visual products that depict or present subject matter information or ideas.  These visual products are conventional in that similar products have been produced in the past covering the same general subject matter and using the same general manner of presentation.  Both work products support and affect the adequacy of such activities as public information, training, developing technical publications, or conducting relations with professional communities associated with the work of the organization.

Factor 6 - Personal Contacts &
Factor 7 - Purpose of Contacts:
Contacts are with employees and managers in the agency, both inside and outside the immediate office or related units, as well as employees, representatives of private concerns, and/or the general public, in moderately structured settings.

The purpose of contacts is to plan, coordinate, or advise on work efforts, or to resolve issues or operating problems by influencing or persuading people who are working toward mutual goals and have basically cooperative attitudes.  Contacts typically involve identifying options for problem resolution. 

Factor 8 - Physical Demands:

The work is primarily sedentary; however some walking and standing may be required in conjunction with travel and attendance at meetings and conferences away from the work site.  The incumbent may be required to carry light items such as papers, books, or small parts, or drive a motor vehicle.  The work does not require any special physical effort.

Factor 9 - Work Environment:

The work area is adequately lighted, heated, and ventilated.  No special safety precautions are required.

EVALUATION STATEMENT

A.  Title, Series and Grade:  Information Technology Specialist, (INET) GS-2210-11.

B.  References: 

1.  USOPM PCS for Administrative Work in the Information Technology Group, 

GS-2200, Information Technology Management Series, GS-2210, dated May 2001.

2.  USOPM Position Classification Flysheet for Visual Information Series, GS-1084 dated May 1991.

3.  USOPM PCS Grade Evaluation Guide for Visual Arts Work, dated November 1991

C.  Background:  Over the past several years, technology has changed so rapidly in the field of information technology (IT), positions developed only a few years ago are outdated.  With the abolishment of the Computer Specialist Series, GS-0334 and the implementation of the new occupational series of Information Technology Management, GS-2210, a review of all Computer Specialist position descriptions was conducted.  At this same time, it was also recognized that these technological changes have impacted more than just the Computer Specialist positions located in the various C4 organizations throughout the state.  As a result, all positions in the Army IT organizations were reviewed and updated.  During the evaluation process of these new position descriptions, a decision was made by the National Guard leadership to merge many of the headquarters functions performed by both the Air and Army National Guard into the Joint Forces Headquarters (State).  The information management functions were some of the functions that were affected.  New position descriptions were developed to comply with this joint operations concept.  To accommodate those states that do not merge all of the information management positions into the J-6, an attempt was made to make these new PDs as component and organizationally generic as possible.  This position is one of these new PDs.

D.  Series, Title, and Grade Determination:


1.  Series:  This particular position had previously been designated as a Visual Information Specialist, but it was found that some states have relegated the duty of designing and maintaining a web site for the State Area Command Headquarters to this position and that this work had become the predominant work of the position.  Work in the GS-2210, Information Technology series 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.  The incumbent’s primary responsibility is for the design, maintenance and security of the Internet/Intranet web site. The information technology work defines the primary skills and knowledge needed to perform this work in this directorate.  The secondary requirement for this position is to design, develop, procure, produce, or re-produce the visual information products and services required for the State Area Command Headquarters.  These two duty requirements make this a mixed series between the Information Technology and the Visual Information series.  In this position, the Information Technology Series was determined to be the prime requirement for the position with the Visual Information requirements the secondary requirement.   Therefore the GS-2210 series is assigned.


2.  Title:  The title of Information Technology Specialist (INET) is assigned in accordance with titling instructions in the GS-2210.  


3.  Grade:  In comparing the two required duties of the Information Technology for the Web Design and the Visual Information, the grading criteria for both are comparable in all factors.  The Information Technology Series, GS-2210, is selected as the primary requirement for the position and the grade and evaluation are compared with this standard.  See the attached Factor Level System table and Factor Level Analysis for the justification of the Information Technology Series.

E.  Conclusion:  Information Technology Specialist (INET), GS-2210-11.

CLASSIFIER:
Rena R. Hunt, NGB-HRCA
DATE:  16 Jan 04

Kimberly Friede, Minnesota National Guard

FACTOR EVALUATION SYSTEM

POSITION EVALUATION SUMMARY

	FACTOR
	FL
	PTS
	REMARKS

	1.  Knowledge Required by the Position
	1-7
	1250
	See Analysis Below

	2.  Supervisory Controls
	2-4
	450
	       “                  “

	3.  Guidelines
	3-3
	275
	       “                  “

	4.  Complexity
	4-4
	225
	       “                  “

	5.  Scope And Effect
	5-3
	150
	       “                  “

	6.  Personal Contacts &

7.  Purpose Of Contacts
	3b
	75
	       “                  “

	8.  Physical Demands
	8-1
	5
	

	9.  Work Environment
	9-1
	5
	

	TOTAL POINTS ASSIGNED:
	2435
	    GRADE:  GS-11


Factor 1 - Knowledge Required by the Position:
FL 1-7
1250 Points

This position exceeds level 1-6.  This level is described as requiring knowledge of and skill in applying IT security principles, methods, and tools in the specialty of Internet/Intranet design sufficient to perform routine and recurring assignments, identify and resolve issues and problems.  The incumbent of this position would be performing these duties but would also be performing above this level on a regular basis.

The position does meet level 1-7 where the requirement is knowledge of and skill in applying: current Internet technologies, standard Internet protocols, such as Transmission Control Protocol/Internet Protocol (TCP/IP); Internet server operations and operating systems; Internet security principles and protocols, such as Security Sockets Layer (SSL) and encryption; usability concepts (i.e. navigational aids, site architecture, knowledge management, and information rendering; Web-based application and accessibility technologies, such as voice recognition and screen readers; U.S. copyright laws; accessibility factors and standards; database management principles and methods; and programming and scripting languages.   These are required to be able to: provide guidance in determining the most appropriate methods for delivering information via the Internet; create Internet applications that enhance user-developed content and meet business and technical requirements; deliver e-commerce and e-Government products and services to internal and external audiences; provide Internet services that optimize customer experiences create Web pages that enable all potential users to access information contained on the Web pages; advise content advisers in the appropriate use of copyrighted electronic property on the Web pages; ensure compliance with the Americans with Disabilities Act (ADA) and other related requirements; build and implement Web-enabled database applications; and to manage Internet servers.  The incumbent of this position is responsible for creating a web site that is easily navigated, provides the information that is required by the users and is in a useable format, implements necessary security requirements to insure the protection and quality of the information in the system, recognizes copyright regulations and ensures that the web site complies with accessibility requirements (ADA).

The position does not meet level 1-8 which is considered to have a mastery of and skill in applying advanced IT principles, concepts, methods, standards, and practices.  The position does not require such “mastery” of these skills and so is not credited.

Factor 2 - Supervisory Controls:
FL 2-4
450 Points

Level 2-3 is exceeded by the position.  At this level, the supervisor outlines or discusses possible problem areas and defines objectives, plans, priorities, and deadlines.  The employee independently plans and carries out the assignments in conformance with accepted policies and practices and adheres to instructions, policies, and guidelines in exercising judgment to resolve commonly encountered work problems and deviations.  Controversial information or findings are brought to the attention of the supervisor for direction.

The position is a match with level 2-4.  The supervisor of this position outlines overall objectives and available resources.  Together, the supervisor and employee discuss timeframes, scope of the assignment including possible stages, and possible approaches.  The incumbent of this position plans out all phases of the assignment, including the approach to be taken, and the methods to be used and frequently interprets regulations on their own initiative, applies new methods to resolve complex and/or intricate, controversial, or unprecedented issues and problems, and resolves most of the conflicts that arise.  The incumbent keeps the supervisor informed of progress and of potentially controversial matters.  The supervisor reviews the completed work for soundness of overall approach, effectiveness in meeting requirements or producing expected results, feasibility of recommendations, and adherence to requirements.  This is a direct match with the position.

The position does not meet level 2-5 where the supervisor provides administrative and policy direction in terms of broadly defined missions or functions of the agency.  The incumbent of the position does not have responsibility for a significant agency or equivalent level IT program or function; does not interpret policies promulgated by authorities senior to the immediate supervisor and determine the effects on the program needs; and is not considered a technical authority.

Factor 3 - Guidelines:
FL 3-3
275 Points

Level 3-2 is exceeded by the position.  Guidelines at this level are directly applicable to the assignment, prescribe established procedures and techniques, and provide clear precedents.  Judgment is used to select and apply the most appropriate guideline and in making minor deviations when adapting guidelines to existing situations.  For those situations where existing guidelines can not be applied or require significant deviations, they are referred to the supervisor.

Level 3-3 is met by this position.  The incumbent uses a wide variety of references and materials that may not always be directly applicable to an issue or problem, consequently requiring the incumbent use judgment in researching, choosing, interpreting, or modifying available guidelines for adaptation to a specific issue or problem.  This is a direct match with the description of the guidelines at this level.

Level 3-4 is not meet by this position.  Guidelines at this level are often scarce, inapplicable or have gaps in specificity that require considerable interpretation and/or adaptation for application to issues and problems.  The incumbent of this position is not working in an environment where guidelines have to be “considerably” modified or are not available at all and so the position does not meet this level.

Factor 4 - Complexity:
FL 4-4
225 Points

Level 4-3 is exceeded by the position.  At this level work consists of various duties that involve applying a series of different and unrelated processes and methods where the employee decides what needs to be done based on analyses of the subjects and issues related to the assignment and selects the appropriate course of action.  While the incumbent of the position does perform the preceding duties they are exceeded when looking at the full performance discussed below.

The position does meet level 4-4, which involves a variety of duties with many different and unrelated processes and methods that pertain to the IT field.  The incumbent must evaluate unusual circumstances, consider different approaches, and deal with incomplete and conflicting data in order to decide what must be done.  The incumbent of this position provides a variety of services in order to deliver information using the Internet/Intranet.  These include evaluating the information to be presented, recommending the presentation method, and making the most effective use of the technologies available in the final design of the web site.  Difficulties can be encountered when meeting the expectations of the customer, applying the technological advances to the existing site, and ensuring that security, accessibility and authentication issues have all been considered and addressed. 

Level 4-5 is not met by the position.  This level requires the application of different and unrelated processes and methods to a broad range of IT activity or to the in-depth analysis of IT issues.  This level is expected where the work is to establish, implement, and interpret the requirements of agency compliance with higher level policy directives, where recommendations would me made and implemented throughout the agency.  While this position is concerned with the entire state, it is not responsible for the agency and so is not creditable at this level.

Factor 5 - Scope and Effect:
FL 5-3
150 Points

Level 5-2 is exceeded by the position where the work is to carry out tasks that require the application of specific standards, methods, and procedures, and would be either a complete segment of an assignment or a project of broader of scope.  This level facilitates the final work products or services developed or delivered by higher-grade co-workers. 

Level 5-3 is met by the position where the work involves a variety of common problems, questions, or situations that are dealt with in accordance with established criteria.  The work affects the quality and reliability of the services.  The position is a match with the illustrations provided for Internet where it involves monitoring and ensuring the operability of intranet services that provide intranet customers with access to applications and data.  The incumbent is responsible for implementing an intranet deployment strategy, configuring, monitoring, and fine-tuning dedicated servers, coordinating the implementation of new services, troubleshooting problems and participating in planning for enterprise growth.  This work provides the system users with the capability to improve their own productivity through the use of the application available on the internet/intranet.

Level 5-4 is not met.  Level 5-4 scope involves work responsible for establishing criteria, formulating projects, assessing program effectiveness and/or investigating/analyzing a variety of unusual conditions, problems or issues.  Review of OPM appeal decisions stress the need for the employee to be developing new or vastly improved techniques.  The effect of the work at Level 5-4 affects a wide range of agency activities.  While the National Guard Bureau does not meet the strict definition of an agency as stated in the General Schedule Supervisory Guide (“a large agency next below the Department of Defense with worldwide missions and field activities”), OPM allows for use of an alternative definition.  In the USOPM Digest of Significant Classification Decisions and Opinions, Number 19-10 dated August 1994, the Office of Classification advised that the alternative definition of "agency" was intended to apply to bureaus and bureau-equivalent organizations which, if removed from their location within departments and viewed as separate entities, would be comparable to independent agencies and some cabinet-level departments.  In the USOPM Digest of Significant Classification Decisions and Opinions, Number 27-05 dated December 2001, indicates that Level 5-4 scope of work extends to a number of locations within a broad geographic area and that the term “broad geographic area” applies to responsibility for at least a state.  The responsibility for developing the new and/or vastly improved techniques affecting a number of locations throughout the state is limited to the senior specialist in each IT specialty area.  This is not one of those positions.

Factor 6 - Personal Contacts and

Factor 7 - Purpose of Contacts:
Matrix 2b
75 Points

The position exceeds level 1 where contacts are with employees in the immediate office or related offices and has limited contacts with the public.  The incumbents’ contacts go well beyond this level.

The contacts do match level 2 where they are with employees and managers in the agency, happen both inside and outside the immediate office or related units, and involve contacts with representatives of private concerns and with the general public, all in moderately structured settings.  These contacts are when the incumbent is servicing the various Information Assurance Officers with the security problems they may be experiencing.

The position does not match level 3 where contacts are with individuals or groups from outside the agency, in moderately unstructured settings.  Contacts would include consultants, contractors, vendors, representatives of professional associations, the media, or public interest groups and would be in moderately unstructured settings, meaning the role of each party would be identified and developed during the contact.  These types of contacts are not expected of the position and would be performed by a higher graded employee.

The position exceeds level A, which is to acquire, clarify, or exchange information needed to complete the assignments, regardless of the nature of the information which may range from easily understood to highly technical.  This position requires more than just the exchange of information.

The position meets level B.  Contacts at this level are to plan, coordinate, or advise on work efforts, or to resolve issues or operating problems by influencing or persuading people who are working toward mutual goals and have basically cooperative attitudes.  These contacts are typically in an effort to identify options for resolving problems.  The problems would be the security of the computer systems, and the contacts are to advise on how to best meet these needs, thus working toward the mutual goal of a safe and secure operational system.

Level C is not met by this position.  While this level also involves influencing and persuading, it is directed toward employees and managers to accept and implement findings and recommendations, and there is resistance as a result of issues such as organizational conflict, competing objectives or resource problems.

Factor 8 - Physical Demands:
FL8-1
5 points

While some lifting is required, the work is primarily sedentary requiring no special physical effort.  This is a direct match to Level 8-1.

Factor 9 - Work Environment:
FL 9-1
5 points

Work is performed in an office setting.  No special safety precautions required.  This is a direct match to Level 9-1.

FINAL CLASSIFICATION:  Information Technology Specialist (INET) GS-2210-11

CLASSIFIER:
Rena R. Hunt, NGB-HR-CA
DATE:  16 Jan 04

Kimberly Friede, Minnesota National Guard
