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	24. Remarks:

    Released from NGB-J1-TN-C, CRA 08-1005, dated 04 Apr 08.
Identical duties and responsibilities as those contained in AF SCPDs# 9G574 and 9G404.


	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 Plans and Resources Flight of a Base Communications Squadron.  This position serves as the Plans and Resources Flight Commander.  Supervises all flight personnel.  Flight personnel serve as technical advisors to local installation information technology (IT) and communications users in the area of policy and plans as related to IT and communications systems. This involves planning, development, management, and enforcement of approved ANG and local information technology (IT) and communications architecture.  Sixty percent of the work performed in the flight involves Information Technology issues and systems with the remaining forty percent involving telecommunications specific issues and systems.  
b. DUTIES AND RESPONSIBILITIES:

(1) Information Technology Planning:

a. Analyzes requirements and establishes plans of action for improving IT applications.  Analyzes existing and planned IT applications, both hardware and software, to determine current and future potential for enhancements.  Based upon the organization’s goals and objectives, an assessment of available resources, and extrapolation of cost benefit analysis data, recommends adjustments to IT priorities to meet changing business needs, program plans, goals and objectives.  Develops project plans to meet those needs by identifying problem areas and considering a variety of possible solutions and alternatives.  Analyzes existing systems to determine if enhancements are appropriate or if an entirely new system would be more cost effective.  Analyzes plans and specifications, prepares justifications for new or enhanced information technology.  Coordinates results of analysis with impacted organizations to ensure compatibility with existing architecture and recommends proposals to reduce conflicts.  Develops milestones and performs as point of contact throughout the various phases of projects until successfully concluded.
b. Performs as plans and policy advisor to functional users of information technology.  Develops and interprets policy for administering IT systems.  Assesses policy needs and reviews, revises, and develops policies to govern IT activities and presents recommendations to higher-level management.  Where necessary, modifies established plans and policies in response to changes in legislation or other directives.  Through feasibility studies, assesses impact of changes on current programs and recommends changes to existing plans to ensure compliance.  This includes long range planning, and involves defining current and future business requirements.  Analyzes IT system development as it relates to the organization and ensures policy and guidance are available for its use, that necessary controls are in place, and systems operate as intended and provide all necessary capabilities.  Develops migration plans for implementation of new technology.   Assesses and identifies training needs that address activities where gaps in competency exist in either current or new technology.  Develops training programs, or locates and recommends sources of training that ensure users can apply the best techniques in using IT.  Provides technical assistance to system users and contractors.  This includes keeping abreast of the latest developments in technology and conducting feasibility studies to evaluate systems performance as it relates to the organization.  
(2) Telecommunications Planning:

Plans and develops methods, procedures, policies, and techniques concerning telecommunication systems.  Performs work involved in developing, refining, and complying with telecommunications systems planning and policy direction including short- and/or long-range planning.  Develops planning documentation, reviews requests for communication services, prepares budgetary justifications, coordinates the allocation of resources, designs networks/systems, prepares/reviews equipment and facility specifications, monitors/resolves technical communications problems, and/or conducts operational acceptance tests.  May serve in a liaison capacity between contractors and Air Force officials to resolve a wide variety of conventional problems involving high value telecommunication systems.  Develops implementing instructions.  

(3) General IT and Communications Planning and Resourcing: 
a. Implements IT and ccommunications programs and special projects.   Implements various IT and communications programs.  Updates documentation and maintains listings of all authorized equipment for assigned programs.  Performs annual inventories.  Performs special staff and/or feasibility studies and economic analysis.  May serve on committees or planning groups concerned with future systems, plans, and policy.

b. Assists with contracting functions and budget preparation.   Upon completion of feasibility studies and other projects designed to identify functional needs and changing business requirements for advancements in technology, prepares budgetary data for inclusion in financial plans in support of programs and projects.   Based upon findings, recommends funding priority adjustments to meet new business needs.  Conducts periodic analysis of projects and their funding for consistency with overall IT and communications architecture and infrastructure and how they contribute to meeting business requirements.  Makes definitive budget recommendations to higher-level management to enable the organization to improve its IT and communications status.  Assists management and senior specialists in developing SOW and PWS (statements of work/performance work specifications) for contracts involving IT and communications systems or service.  Reviews completed solicitation packages and serves as advisor to the Contracting Office on technical aspects of contracts.   

c. Attends meetings and presents briefings.   Participates in discussions, meetings, conferences, committees or special projects.  Analyzes areas of concern, identifies problems, and resolves conflicts through persuasive discussions with management and user representatives.  Consults with base officials and working groups, customers and other organization personnel on IT and communications concerns.  Prepares reports encompassing long and short range planning strategy recommendations, and presents briefings covering recommendations for acquisition or changes in business practices through enhanced IT use.  Maintains liaison with technical 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.

(4) Plans work to be accomplished by subordinates, sets and adjusts short-term priorities, and prepares schedules for completion of work.  Assigns work to subordinates based on priorities, selective consideration of the difficulty and requirements of assignments, and the capabilities of employees.  Evaluates work performance of subordinates.  Gives advice, counsel, or instruction to employees on both work and administrative matters.  Interviews candidates for positions in the unit; recommends appointment, promotion, or reassignment to such positions.  Hears and resolves complaints from employees, referring group grievances and more serious unresolved complaints to a higher level supervisor or manager.  Effects minor disciplinary measures, such as warnings and reprimands, recommending other action in more serious cases.  Identifies developmental and training needs of employees, providing or arranging for needed development and training.  Finds ways to improve production or increase the quality of the work directed.  Develops performance standards.
(5) Performs other duties as assigned.

c. FACTOR DISCUSSION:  
Factor 1 - Program Scope and Effect:
Directs information technology and telecommunications programs and work the work of the Plans and Requirements Flight of a base Communications Squadron.  The Flight is responsible for developing and interpreting policy for administering the IT and communications systems located on the base.  The Flight is responsible for designing the IT and communications infrastructure and architecture master plan incorporating changes identified by other personnel within the Communications Squadron.  The work directed is administrative and technical in nature.  The IT and communications systems designed and managed directly impacts the communications capabilities of all organizations residing on the base. 

Factor 2 - Organizational Setting:
The incumbent reports to the Squadron Commander who in-turn reports to the Support Group Commander.  
Factor 3 - Supervisory and Managerial Authority Exercised:
The incumbent exercises full first level supervisory authorities and responsibilities over the organization personnel.

Factor 4 - Personal Contacts

Subfactor 4A – Nature of Contacts:
Contacts include individuals or groups from outside the agency including consultants, contractors, vendors, instructors, or representatives of professional associations in moderately unstructured settings.  Contacts also include other agency officials several managerial levels removed from the employee on an ad hoc basis.  The employee must recognize or learn the role and authority of each party during the course of the contacts.     
Subfactor 4B – Purpose of Contacts:
The purpose of contacts is to justify, defend, and negotiate changes to the IT and communication systems infrastructure, policies, and plans.  The employee analyzes the effectiveness of work processes, resolves problems, and coordinates programs.  Contacts require persuading others to follow recommended methods/practices.

Factor 5 - Difficulty of Typical Work Directed:
The position is responsible for providing direction and supervision over work performed in subordinate units at the GS-11 level 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.  

Factor 6 - Other Conditions:
The program management work performed by this position requires substantial coordination and integration of the numerous IT and communications system support projects and functions of technical and administrative work comparable in difficulty to the GS-11 level.  

d. 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.

The duties and responsibilities of your job may significantly impact the environment.  You are responsible to maintain awareness of your environmental responsibilities as dictated by legal and regulatory requirements, your organization, and its changing mission.

Must be certified IAW DoD 8570.01-M, Federal Information Security Management Act of 2002, Clinger Cohen Act of 1996, and obtain Special Experience Identifier (SEI) 267, Information Assurance – Management Level II (IAM II), IAW current AF directives.

EVALUATION STATEMENT

A.  Title, Series and Grade:  SUPV IT Specialist, (PLCYPLN), GS-2210-12.

B.  Reference:  
1.  USOPM Job Family PCS for Administrative Work in the Information Technology Group, GS-2200, Information Technology Management Series, GS-2210, dated May 2001.

2.  USOPM PCS for Telecommunications Series, GS-0391, dated March 1990.

3.  USOPM General Schedule Supervisory Guide, dated 1998.

C.  Background:  In April 2008, the Base Communications Flights are restructuring from four subordinate units into two – an Operations unit and a Plans and Resources unit.  This PD is one of the new position descriptions reflecting this change.  Another part of this restructuring process involves the alignment of ANG communications units with their counterparts in Department of Air Force; thus the Communications Flights are changing to Communications Squadrons.  Since the ANG Communications Squadrons should mirror their counterpart organizations in the active Air Force, the position descriptions located in the Air Force Standard Core Personnel Document (SCPD) library were reviewed for applicability.  The applicable Air Force SCPDs containing the duties and responsibilities associated with the work of this position are SCPD# 9G404 and 9G574.  This PD contains the exact same duties and responsibilities as contained in both of these SCPDs.  The only differences between the AF SCPD and this PD involve the reformatting of the PD into the NGB format as well as combining the general planning and resourcing duties addressed in both SCPDs.  In addition, a duty containing first level supervisory duties has been added.  Information contained in Section d, Other Significant Facts was added by the National Guard Bureau and has no impact on the classification of the position.  The classification of these duties and responsibilities were determined by the personnel within the Air Force Personnel Center’s SCPD Library.  Since the duties and responsibilities are identical to the AF SCPD, the Air Force classification has been determined to be appropriate for the ANG position as well.
D.  Series, Title, and Grade Determination:


1.  Pay Plan:  The work of this position is administrative in nature and is thus covered by the General Schedule; therefore, the appropriate pay plan for this position is GS.


2.  Series:  This position is a mix of GS-2210, Information Technology Management and GS-0391, Telecommunications Specialist work.  
Duty 1 involves work specific the GS-2210 series.  The OPM PCS for Administrative Work in the Information Technology Group, GS-2200, covering the Information Technology Management, GS-2210 Series, covers two-grade interval positions for which the paramount requirement is knowledge of Information Technology (IT) principles, concepts, and methods.  IT includes systems and services used in the automated acquisition, storage, manipulation, management, movement, control, display, switching, interchange, transmission, assurance, or reception of information.  IT includes computers, network components, peripheral equipment, software, firmware, services, and related resources.  This position functions in the capacity as a technical advisor to installation users on plans and policy as related to organizational IT matters and meets the definition outlined in the GS-2210 PCS.  This information very clearly places this position in the GS-2210 series.  
Duty 2 involves work specific to the GS-0391 series.  The GS-0391 series covers work that involves technical and analytical work pertaining to the planning, development, acquisition, testing, integration, installation, utilization, or modification of telecommunications systems, facilities, services, and procedures.  This is a direct match to the work described in Duty 2 along with the knowledge and skill requirements.  
Duties 3 and 4 involve general planning and resourcing for both the IT systems and the communications systems (telephone, radio, satellite, etc.). 

The work requiring Information Technology knowledge and skill comprises 60 percent of the overall position, with the remaining 40 percent requiring Telecommunications knowledge and skill.  Both GS-2210 and GS-0391 knowledge and skill are critical to successful performance of the work; however the NGB Functional Manager has indicated that the GS-2210 knowledge and skill is paramount to those of the GS-0391 series.  Since the GS-2210 knowledge and skill comprises the majority of the work requirements as well as the majority of the work time, the GS-2210 series has been determined to be series controlling.  

3.  Title:  The basic title for positions classified to the GS-2210 series is Information Technology Specialist or IT Specialist.  DoD guidance published in 2006 directs the use of the title IT Specialist.  The Policy and Planning specialty is defined as work which includes strategic planning, capital planning and investment control, workforce planning, policy and standards development, resource management, knowledge management, architecture and infrastructure planning and management, auditing, and information security management.  It further outlines functions commonly performed by specialists in policy and planning.  Many of those are found in this position including developing and maintaining strategic plans, assessing policy needs and developing policies to govern IT and communications activities; providing policy guidance to management, staff, and customers; and preparing budgets for the IT and communications systems on the base.  While the work of this position requires skill in all areas of IT, the primary specialization comprising the majority of the IT work is Policy and Planning.  The DoD guidance authorized the following shortened version of PLCYPLN for the parenthetical title associated with the policy and planning specialty.  Thus a parenthetical title of “PLCYPLN” is added to the basic title.  
The position performs the minimum first level supervisory requirements contained in Reference B.3. to be classified as a supervisory position.  In accordance with the titling instructions in Reference B.3., the word “Supervisory” should be used as a prefix to the appropriate occupational title.  The DoD guidance directs the use of “SUPV” in place of “Supervisory” for positions classified as supervisory.

The appropriate title for this position is SUPV IT Specialist (PLCYPLN).


4.  Grade:  This position is a mix of supervisory and non-supervisory work.  When classifying a mixed position, one must evaluate each portion of the work to determine the correct grade level.  

This position fully meets the minimum requirements for classification using Reference B.3.  As shown in the attached General Schedule Supervisor Position Evaluation Statement, the grade level of the supervisory work is GS-12.  

The non-supervisory work is evaluated using References B.1 and B.2.  These standards evaluates positions based on factor level descriptions.  Thus to properly evaluate the grade level of the non-supervisory work, the factor level descriptions associated with the non-supervisory work must be reviewed.  As shown in the attached Factor Evaluation Statement (FES) position evaluation statement, the grade is GS-11.  The actual factor level descriptions have been included on the pages following the FES evaluation table to assist in the evaluation process. 

The supervisory work is performed for more than 25% of the time, permitting it to be considered a major duty.  Since it is a major duty and the grade level of the supervisory work is one grade higher than the grade level of the non-supervisory work, the supervisory work is considered to be grade controlling.  Thus, the correct grade level for this position is GS-12

E.  Conclusion:  SUPV IT Specialist (PLCYPLN), GS-2210-12.

CLASSIFIER:  Debra J. Spilman, NGB-J1-TN-C
Date:  04 Apr 08
GENERAL SCHEDULE SUPERVISOR
POSITION EVALUATION STATEMENT

	FACTOR
	FL
	PTS
	REMARKS

	1.  PROGRAM SCOPE AND EFFECT
	1-2
	350
	The work directed is primarily administrative and technical in nature.  The work effects all units located on the base.

	2.  ORGANIZATIONAL SETTING
	2-1
	100
	The incumbent reports to the Squadron Commander who in-turn reports to the Support Group Commander, a position 2 levels below the first SES equivalent.  

	3.  SUPVY & MANAGERIAL AUTHORITY
	3-2c
	450
	Performs the full range of first level supervisory functions.

	4.  CONTACTS

A.  NATURE 
	4A-3
	75
	Contacts include individuals or groups from outside the agency as well as other agency officials several managerial levels removed from the employee on an ad hoc basis.     

	B.  PURPOSE
	4B-3
	100
	The purpose of contacts is to justify, defend, & negotiate policies and plans.  Contacts require persuading others to abide by established policies.

	5.  DIFFICULTY

(BASE WORK)
	5-6
	800
	Base level of work supervised is GS-11

	6.  OTHER CONDITIONS
	6-4a
	1120
	First level supervisor over GS-11 base level.

	Adjustment Provision
	Y or N
	N
	No adjustment permitted above FL 6-3.

	               TOTAL POINTS ASSIGNED:


	2995
	     GRADE:  GS-12


FINAL CLASSIFICATION:  SUPV IT Specialist (PLCYPLN), GS-2210-12
Classifier: Debra J. Spilman, NGB-J1-TN-C
Date:  04 Apr 08
FACTOR EVALUATION SYSTEM
POSITION EVALUATION STATEMENT
	FACTOR
	FL
	PTS
	REMARKS

	1.  Knowledge Required by the Position
	1-7
	1250
	

	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

                 and

7.  Purpose Of Contacts
	3B
	110
	

	8.  Physical Demands
	8-1
	5
	.

	9.  Work Environment
	9-1
	5
	

	              TOTAL POINTS ASSIGNED:
	2470
	      GRADE:  GS-11




Classifier: Debra J. Spilman, NGB-J1-TN-C
       Date:  04 Apr 08
Factor 1 - Knowledge Required by the Position:


-- Knowledge of a wide range of IT principles, concepts, methods, advancements, policies, design, development, testing and applications, both hardware and software sufficient to assess the organization’s IT business requirements.

 -- Knowledge of the organization’s policy and planning formulation process along with its missions, goals, and objectives to prepare IT polices and plans.

-- Knowledge of organizational acquisition requirements, budgetary techniques, and financial status sufficient to identify needs and recommend adjustment of IT funding priorities.  

-- Knowledge of management requirements sufficient to render recommendations on development of new software versus purchase of off-the-shelf programs.

--Knowledge of systems architecture, integration techniques, and testing methods sufficient to conduct feasibility studies.

-- Ability to develop IT policies and plans and to assess impact of changed policy on the organization’s current IT plans and programs.

-- Ability to perform feasibility studies, perform cost analysis review, develop investment plans, and recommend a best course of action along with suitable alternatives.

-- Ability to review and consult on IT related contracts and to serve as a technical representative on IT and communications systems and service contracts.

-- Ability to stay well informed on rapidly changing technology, to evaluate its possible impact on organization missions, and to develop plans to satisfy requirements.

-- Knowledge of a wide range of communications concepts, principles, and practices.  Work encompasses complex and uncommon interfaces and policies and practices; sources of technical data to evaluate new devices, proposals, and approaches; and a practical understanding of contracting procedures and legal requirements.

-- Knowledge of DoD and Air Force communications regulations, services, and instructions to ensure telecommunications services are in compliance with applicable regulations and instructions.  

-- Knowledge of operational and performance characteristics of telecommunications to develop procedures/policies/practices for local use.    

-- Knowledge of commonly used practices, guides, and a broad range of operating techniques concerning both standard and unique communications systems design installation and concept of operations.

-- Knowledge of the DoD and Air Force budgetary system/legal requirements and how they apply to planning and programming of communications systems.

-- Ability to review, analyze, and resolve difficult and complex technical problems involving systems compatibility, both installation-wide and external interoperability, circuits, switches, distribution, satellite linkages, and networking.

-- Ability to develop and apply policies, methods, procedures, and techniques in communications system design and installation to operating situations and problems resolution.

Factor 2 – Supervisory Controls:

The supervisor sets the overall objectives and, in consultation with the employee, determines time frames and possible shifts in staff or other resources required.  The employee, having developed expertise in the assignment, independently determines the most appropriate principles, practices, and methods to apply in all phases of assignments, including the approach to take, degree of intensity and depth of research in management advisories.  The employee frequently interprets policies, procedures, and regulations on own initiative and applies new methods to resolve complex and/or intricate, controversial, or unprecedented issues and problems, and resolves most conflicts that arise.   The employee informs the supervisor about progress, potentially controversial matters, or far-reaching implications.  Completed work is reviewed for soundness of overall approach, feasibility of recommendations, compatibility with other work, or effectiveness in meeting requirements or achieving expected results.  Methods used are not normally reviewed by the supervisor.

Factor 3 – Guidelines:

The employee uses a wide variety of reference materials, including agency, command and local standards, regulations, and technical guides for specific program areas which are not always completely applicable to issues and problems, or have gaps in significant areas.  The employee is required to interpret, adapt or modify existing guides and available 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 researching, selecting, interpreting, modifying, and applying available guidelines for adaptations to specific problems or issues. 

Factor 4 – Complexity:

The work consists of analyzing and evaluating the squadron’s IT and communications  objectives and goals and assessing requirements and available policy documentation.  Recommends plans and policy which will contribute to meeting requirements and redirect funding priorities to best meet the squadron’s IT and communications business requirements.  The employee prepares budgetary data for inclusion in financial plans, prioritizing according to existing program plans, goals, and objectives.  The work involves assessing the impact of changing legislation and directives upon the organization’s goals and developing or modifying policy and plans to ensure changing requirements are recognized and met.  It involves assessing and analyzing training needs to ensure gaps in competency are filled by sufficient training to allow the workforce to enhance its effectiveness in IT and communications related programs.   Exercises judgment in presenting findings to management and developing recommendations for improvements in IT and communications management.

Factor 5 – Scope and Effect:

The work involves analysis of existing technology, formulating or modifying plans to enhance functional users’ IT/communications status, and dealing with a variety of problems and conditions associated with changing technology and its applications.  The work requires conducting feasibility studies, performing cost analysis, and making recommendations to managers on how best to improve the IT and communications posture.  The employee evaluates the impact of new policy on current programs and modifies, develops or recommends changes, which ensure compliance and responsiveness.  The work affects the squadron’s ability to maintain a current IT and communications planning and policy framework. 

Factor 6 – Personal Contacts &
Factor 7 – Purpose of Contacts:

Contacts include individuals or groups from outside the agency including consultants, contractors, vendors, instructors, or representatives of professional associations in moderately unstructured settings.  Contacts also include other agency officials several managerial levels removed from the employee on an ad hoc basis.  The employee must recognize or learn the role and authority of each party during the course of the contacts.     
The purpose is to plan, coordinate, and 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 resolving problems.

Factor 8 – Physical Demands:

The work is primarily sedentary with some walking and standing in conjunction with travel and attendance at meetings and conferences away from the work site.  May carry light items such as papers, books, or small computer components.  The work does not require any special physical effort.

Factor 9 – Work Environment:

The work is performed in a typical office setting with visits to various other buildings or offices to support projects.  The work environment involves everyday risks or discomforts that require normal safety precautions
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