80729000

	POSITION DESCRIPTION
	1. Agency PDCN  80729000  D1732000

	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)

 80051000
	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

	
	  Administrative Officer
	GS
	0341
	12
	blp
	27 Apr 06

	16. Organizational Title (If different from official title)

    Wing Executive Staff Officer

	17. Name of Employee (optional)

          

	18. Dept/Agency/Establishment - National Guard Bureau

    a. First Subdivision      - State Adjutant General

    b. Second Subdivision     - ANG Flying Wing/Enclave
	 c. Third Subdivision  - Wing Headquarters
 d. Fourth Subdivision -      
 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 Job Family Position Classification Flysheet for Administrative Officer Series, GS-0341, dated August 1966; USOPM Administrative Analysis Grade Evaluation Guide TS-98, dated August 1990.



	    Typed Name and Title of Official Taking Action
	     

	    B. Lynn Peterson
    Human Resource 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

 27 Apr 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 06-1023, dated 27 Apr 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 Wing Headquarters of an Air National Guard (ANG) flying Wing or ANG Enclave.  The purpose of the position is to function as the Wing’s/Enclave’s executive officer and advisor to the Air Commander in the management and administration of services essential to the operation of the Wing/Enclave, providing direction and leadership, with authority of the Air Commander, towards the planning, implementing and achievement of the Wing’s/Enclave’s strategic plan.    

b. DUTIES AND RESPONSIBILITIES:
(1) Accomplishes staff work, often without precedence, that relieves the Air Commander of all but the most pressing and necessary decision and action policies in relation to base activities.  Advises the Air Commander, recommending improvements in the formulation and application of base policies and procedures.  Directs the management of a myriad of atypical and unrelated problems.  Establishes channels of communication within the wing, keeping personnel informed and facilitating feedback.  Resolves day-to-day administrative and management problems related to the operation of the base.

(2) Plans, directs, and/or participates in special Air National Guard and Wing/Enclave initiated studies and projects relating to organization, resource utilization, logistical support, and readiness programs.  Reviews processes and procedures to determine the overall effectiveness, efficiency, and productivity of activities and programs.  Directs actions required to implement procedures which will result in savings without compromising required standards of readiness, accuracy, and/or safety.  Serves as the wing initial point of contact for legislative activities and for the Inspector General complaint process.  Oversees the Information Management activities for the Air Commander and Vice Air Commander.  Provides oversight for Wing/Enclave protocol functions.  Implements, directs, and coordinates executive functions, services and activities.  Represents the commander in interaction with other agencies at all levels.  Responsible for unit programs and special projects.  Provides continuity of base policy during the Air Commander's absence based on known desires of the commander and extensive knowledge and in-depth awareness of day-to-day base activities.
(3) Acts as an intermediary to solve significant or controversial issues, problems and disagreements that are referred to the Air Commander.  Serves as the military liaison between the Wing/Enclave and the civilian National Committee for Employer Support of the Guard and Reserve (NCESGR) representatives.  
(4) Establishes and maintains liaison with high-ranking public officials, corporate leadership, civic groups, other reserve components, the National Guard Bureau and respective headquarters staff representatives.  Represents the Wing/Enclave in meetings with congressional, state and local officials, special interest and business group spokespersons, and local or national news media concerning ANG programs, activities, and requirements to gain support for ANG missions.  Attends community functions and serves as a spokesperson to create public interest in ANG programs.  Serves as the wing's primary Public Affairs representative, liaison to the local media and is responsible for preparing and coordinating news releases with local news agencies on items of interest to the mission, Wing/Enclave members, their families, and the community.  Functions as the Wing/Enclave level liaison for the Air Commander to the Family Readiness and Support Program.
(5) Serves as the installations Sexual Assault Response Coordinator (SARC) to comply with Department of Defense (DoD) requirements, developing and managing prevention and support programs and activities for sexual assault and other areas of interpersonal violence and victim needs, as directed by the commander.  Develops plans, programs, guidelines, and budgets geared to the installation population and organization.  Assesses the installation’s need for the establishment and/or modification of processes, procedures, contacts, and training necessary to carry out the program and meet the DoD and Air Force’s objectives.  Ensures the development and implementation of prevention programs relating to sexual assault.  Serves as the installation commander’s consultant for all sexual assault issues and represents the commander and vice commander on committees, working groups, conferences, and at community meetings
(6) Serves as the project leader for programs and activities involving several organizations or agencies, which are of significant interest to the Wing/Enclave and public. 

(7) Provides oversight of the Wing/Enclave History Program, ensuring the timely and accurate capture of significant historical data, and generation of required reports.

(8) Prepares oral and written communications using principles, practices, techniques and analytical methods and interpersonal relations practices.

(9)  Performs other duties as assigned.

c. FACTOR DISCUSSION:
Factor 1 - Knowledge Required by the Position:
--Requires a high degree of professionalism and integrity, as the incumbent frequently represents the Wing/Enclave when dealing with corporate/governmental executives in local media, business and governmental operations.  
--Requires an experienced officer with a thorough knowledge of all aspects of the Wing’s/Enclave’s operations.
--Extensive knowledge of organizations, programs, mission goals, major issues, objectives, work processes, administrative operations and functions of the ANG Wing/Enclave.   Requires knowledge of pertinent laws, regulations, policies and precedents that apply to an ANG Wing/Enclave.

--Knowledge of relationships with other key programs and administrative support functions within the Wing/Enclave or other key agencies.  Must be familiar with the major issues, program goals and objectives, work process, and administrative operation of the unit. 

--Comprehensive knowledge of functions and responsibilities of different commands/elements of the base, as well as a thorough familiarity with regulatory and informational material pertinent to the operations and activities involved.
--Knowledge of Wing/Enclave operational, training, and response missions, including but not limited to Air Expeditionary Force (AEF), deployments, Exercise Evaluation Team (EET), Disaster Response Force and personnel issues.

--Knowledge of current legal, government and jurisprudence issues including a   comprehensive knowledge of laws, regulations, policies, legal codes, court procedures, precedents, legal practices and documents, government regulations, executive orders, agency rules, government organizations and functions.

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

--Knowledge in developing new or modified work procedures for administering Wing/Enclave services, guidelines and procedures and automating work processes.

--Knowledge of Project Management principles, methods, or tools for developing, scheduling, coordinating, and managing projects and resources; including monitoring and inspecting cost and work.

--Knowledge to plan, schedule and conduct projects and studies to evaluate and recommend ways to improve the effectiveness and efficiency of Wing/Enclave operations.

--Knowledge of Quality Assurance principles, methods, and tools of quality assurance and quality control used to ensure a product fulfills functional requirements and standards.  Knowledge of Requirements Analysis principles and methods to identify, analyze, specify, design, and manage functional and infrastructure requirements; including translating functional requirements.

Factor 2 - Supervisory Controls:

Incumbent functions under the general supervision of the Air Commander, applying pertinent directives to local use for proper accomplishment of assigned responsibilities; exercises initiative and sound judgment in making managerial and executive decisions; and displays leadership ability to ensure mission accomplishment.  Within a framework of priorities, funding and overall mission objectives, the incumbent and the Air Commander develop a mutually acceptable project plan which typically includes identification of the work to be done, the scope, and deadlines for completion of the work.  Incumbent exercises judgment and discretion in completing projects, evaluations, reports, and/or recommendations, ensuring compatibility with unit goals, guidelines, policy and effectiveness in achieving intended objectives.  Completed work is normally only reviewed for impact on other unit mission requirements and goals and is implemented or accepted without change.  

Factor 3 - Guidelines: 

Guidelines are agency, major command, and unit policy statements or broad precedents which require considerable adaptation and/or interpretation.  These guidelines are applicable in establishing a general program direction or setting a tone, however, significant judgment, research and interpretation is required for dealing with the more complex, intricate or unusual situations, issues or problems encountered on a recurring basis.  Within the context of broad regulatory guidelines the incumbent may refine or develop more specific guidelines such as implementing regulations or methods to provide a more effective and productive operation of the Wing/Enclave.

Factor 4 - Complexity: 

Work consists of projects and studies, which requires analysis of interrelated issues of effectiveness, efficiency, and productivity of substantive mission-oriented programs.  Decisions about how to proceed in planning, organizing and conducting studies are complicated by conflicting program goals and objectives, which may derive from changes in mission requirements, legislative and/or regulatory guidelines.  Difficulty is encountered in planning and establishing long-range program goals, objectives, and measurement criteria.  In some cases, work may be complicated by the need to develop data about workload and program accomplishments which is unavailable. 

Factor 5 - Scope and Effect: 
The purpose of the work is to provide the application of a high degree of expertise and knowledge gained from past experience to give technically authoritative interpretations of NGB or major command regulations, procedures, and policies, which govern the mission.  Work performed influences decisions made by managers and project officers and effects the overall planning for the support of the unit's mission and the actions taken by functional and support specialists and other technical personnel.  Fiscal, budgetary, and program planning are determined in part based on recommendations and information provided by the incumbent.

Factor 6 - Personal Contacts &

Factor 7 - Purpose of Contacts:
Contacts are typically with high-ranking public officials, corporate leadership, civic groups, other reserve components, supervisors and managers of the Air National Guard, the National Guard Bureau and respective headquarters staff representatives.  Other contacts include managers, supervisors, and specialists.

Purpose of contacts is to coordinate or resolve funding issues, training plans, problems of operational deficiency, development of status reports, etc. to effect change and enhance understanding on issues important to those audiences and the Air National Guard. 

Factor 8 - Physical Demands:

Work is primarily sedentary, although some slight physical effort may be required.

Factor 9 - Work Environment:

Work is typically performed in an adequately lighted and climate controlled office.  May require travel.
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.
EVALUATION STATEMENT
A.  Title, Series, and Grade:  Administrative Officer, GS-0341-12

B. References:
1.  USOPM Job Family Position Classification Flysheet for Administrative Officer Series, GS-0341, dated August 1966.

2.  USOPM Administrative Analysis Grade Evaluation Guide TS-98, dated 
August 1990.
C. Background:  This is a result of a request by the Functional Manager to re-write the existing position description.

D. Pay Plan, Series, Title, and Grade Determination:
1.  Pay Plan:  This position is administrative in nature and involves the exercise of analytical ability, judgment, discretion and personal responsibility, and the application of a substantial body of knowledge of principles, concepts and practices.  Incumbent is concerned with analyzing, evaluation, modifying and developing the basic programs, policies and procedures of an Air National Guard Wing/Enclave, thus this position is assigned to the General Schedule.

2.  Series:  The primary purpose of this position is to function as the Wing/Enclave’s Executive Officer and advisor to the Air Commander in the management and administration of services essential to the operation of the flying wing, providing direction and leadership, towards the planning, implementing and achievement of the wings’ strategic plan.  Series GS-0341 is comparable and is assigned.

3.  Title:  The basic title for positions classified to the GS-0341 series is Administrative Officer and is assigned.

4.  Grade:  As shown in the attached Factor Evaluation Statement (FES) position evaluation statement, the grade is GS-12.

E. Conclusion:  Administrative Officer, GS-0341-12
CLASSIFIER:  B. Lynn Peterson, NGB-J1-TNC


Date:  27 Apr 06
FACTOR EVALUATION SYSTEM

POSITION EVALUATION STATEMENT

	FACTOR
	FL
	PTS
	REMARKS

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

	2.  Supervisory Controls
	2-4
	450
	   “          “           “

	3.  Guidelines
	3-4
	450
	   “          “           “

	4.  Complexity
	4-5
	325
	   “          “           “

	5.  Scope and Effect
	5-4
	225
	   “          “           “

	6.  Personal Contacts &

7.  Purpose of Contacts
	3b
	110
	   “          “           “

	8.  Physical Demands
	8-1
	  5
	   “          “           “

	9.  Work Environment
	9-1
	  5
	   “          “           “

	TOTAL POINTS ASSIGNED:  
	
	2820
	GRADE:  GS-12


Factor 1 – Knowledge Required by the Position:


FL 1-7 1250 points


This position requires extensive knowledge of organizations, programs, objectives, work processes, administrative operations and functions of the ANG Wing/Enclave and the knowledge and skill in applying analytical and evaluative methods and techniques to issues or studies concerning the efficiency and effectiveness of program operations within the Wing.  Knowledge of pertinent laws, regulations, policies, precedents and the knowledge of the major issues, program goals and objectives, work processes, and administrative operations of the Wing is also required.  These are applied in developing new or modified work methods, organizational structures, management processes, and staffing patterns or program operations and meets factor level 1-7.  

Factor 2 – Supervisory Controls:



FL 2-4 450 points

Incumbent functions under the general supervision of the Air Commander applying pertinent directives to local use for proper accomplishment of assigned responsibilities.  Within a framework of priorities, funding and overall project objectives the incumbent and supervisor develop a mutually acceptable project plan which typically includes identification of the work to be done, the scope of the project, and deadlines for the completion of the project.  The incumbent informs the supervisor of potentially controversial findings, issues, or problems with widespread impact.  Completed projects, evaluations, reports, or recommendations are reviewed by the supervisor for compatibility with Wing goals, guidelines, and effectiveness in achieving intended objectives.  This fully meets factor level 2-4.

Factor 3 – Guidelines:






FL 3-4 450 points

Factor level 3-4 is met as guidelines include a wide variety of agency, major command, and unit policy statements or broad precedents which require considerable adaptation and/or interpretation.   At this level, administrative policies and precedent studies provide a basic outline of the results desired, but do not go into detail as to the methods used to accomplish the project.  Guidelines usually cover program goals and objectives of the Wing/Enclave.  Within the context of broad regulatory guidelines the incumbent may refine or develop more specific guidelines such as implementing regulations or methods for the measurement and improvement of effectiveness and productivity in the administration of operating programs. 
Factor 4 – Complexity:






FL 4-5 325 points

This position meets factor level 4-5.  The work consists of projects and studies which require analysis of interrelated issues of effectiveness, efficiency, and productivity of substantive mission-oriented programs.  Characteristic of assignments at this level, the incumbent develops detailed plans, goals, and objectives for the long-range implementation and administration of Wing/Enclave programs and develops criteria to evaluate the effectiveness of those programs.  Decisions about how to proceed in planning, organizing and conducting studies are complicated by conflicting program goals and objectives which may be derived from changes in legislative or regulatory guidelines, productivity, and/or variations in the demand for program services.  Assignments are further complicated by the need to develop data about workload and program accomplishments which may be unavailable.  
Factor 5 – Scope and Effect:





FL 5-4 225 points

The purpose of the work is to provide the application of a high degree of expertise and knowledge and to give technically authoritative interpretations of NGB or major command regulations, procedures, and policies.  Work performed influences decisions made by managers and project officers and effects the overall planning of the unit's mission.  Fiscal, budgetary, and program planning are determined in part based on recommendations and information provided by the incumbent.  Work contributes to the improvement of productivity, effectiveness, and efficiency in program operations and affects the plans, goals, and effectiveness of missions and programs of the Wing/Enclave and may affect the nature of administrative work done in components of other units.  This meets factor level 5-4.  

Factor 6 – Personal Contacts &

Factor 7 – Purpose of Contacts:




          Matrix 3b 110 points

     Personal Contacts:
Contacts include high-ranking public officials, corporate leadership, civic groups, members of other reserve components, supervisors and managers of the Air National Guard, the National Guard Bureau, respective headquarters staff representatives and other managers, supervisors, and specialists.  Some may be outside of the immediate office, or employees and representatives of private concerns in a moderately structured setting. 
     Purpose of Contacts:  

The purpose of the contacts is to provide advice to managers and supervisors on non-controversial Wing or program related issues and concerns; coordinate or resolve funding issues, training plans, problems of operational deficiency; development of status reports and the identification of decision-making alternatives to effect change and enhance the understanding of issues important to the Wing and the Air National Guard.  This meets factor level 3b.  

Factor 8 – Physical Demands:





FL 8-1 5 points

Work is primarily sedentary, although some slight physical effort may be required.  This fully meets factor level 8-1.

Factor 9 – Work Environment:





FL 9-1 5 points

Factor 9-1 is fully met.  Work is performed in an adequately lighted and climate controlled office.  

FINAL CLASSIFICATION:  Administrative Officer, GS-0341-12

CLASSIFIER:  B. Lynn Peterson, NGB-J1-TNC


Date:  27 Apr 06
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