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25.
a. INTRODUCTION:

This position is located in the Plans and Resources Flight of the Communications Squadron, Mission Support Group, of an ANG Aviation Wing. The primary purpose of this position is to implement and administer the Information Resource Management Program within the Wing/Base network and manual operating environments. This includes the management, organization, direction, control, and customer education of all actions associated with the collection, creation, use, and dissemination of official information, and related records to include the administration of Wing/Base assigned Information Management Personnel according to governing directives at Wing/Base, tenants and geographically separated units if assigned.

b. DUTIES AND RESPONSIBILITIES:

(1) This individual is appointed as the Wing/Base Information Management Functional Manager (IMFM). The employee executes duties as the functional manager for the Wing/Base assigned enlisted Information Management (IM/3AXXX) personnel. The employee is responsible for the training, resource management and leadership of all Wing/Base IM personnel. This would also include managing, evaluating, tracking and assisting those IM personnel assigned Client Support Administrator (CSA) responsibilities. Direction and involvement includes the allocation, Wing/Base level manning and skill level, monitoring overall IM manpower strengths, grade authorizations and experience. 

(2) Manages and provides guidance to Wing/Base on Enterprise Information Management (EIM). This encompasses a combination of functions and business processes for leveraging information management techniques, accountability, and policies. This includes planning, manipulating, and controlling information across the Global Information Grid throughout its life cycle to enhance aerospace operations.

(3) Manages the Wing/Base Electronic Records Management (ERM) and Records Life Cycle Program for supported organizations according to Air Force directives using automated management systems, instructions, and general guidance from higher headquarters. Administers electronic records structure, permissions and storage.  Prepares, reviews, and provides direction and guidance in support of ERM requirements.  Serves as a consultant to all Wing/Base Functional Area Records Managers for retention and disposal of records.  Conducts staff assistance visits to Functional Area Records Managers (FARM)s and their assigned areas.  Makes recommendations for changes to the records disposition schedules and procedures.  Ensures Wing/Base compliance with Federal and agency standards and policies.  Establishs and manages a records staging area for the base.

(4)  Serves as Wing/Base Webmaster for all internet and intranet pages, including SharePoint, the AF Portal and Communities of Practice (CoPs).  Manages, coordinates and implements local and higher headquarters policies and regulatory statutes concerning content, format and maintenance of Web pages.

(5) Maintains required information assurance certification IAW DoD 8570.01-M, Federal Information Security Management Act of 2002, Clinger Cohen Act of 1996.

(6) Performs information systems/technology support (Client Support Administration) tasks and functions to include: installation, configuration, management, and initial diagnostics of client information systems.  Provides IAT II information systems support for all disciplines.   Works with Customer Support to resolve information system deficiencies/problems. Ensures compliance with directives governing physical and operational security requirements for client information systems. 

(7) Develop and maintain the Wing/Base Content Management Program. Central point of contact (POC) for all matters concerning official correspondence to include developing, implementing, organizing and directing policies, programs, and procedures for appropriate correspondence preparation, routing, and transmission. Acts as Wing/Base Organizational Accounts Representative (OAR). Directs all matters concerning Wing/Base publications and forms in both paper and electronic media for the Wing/Base organizations.  Performs analysis of all Wing/Base publications and forms, including those of subordinate units.  Prepares and maintains publications and forms to include both paper and electronic media IAW current directives, to include design, creation, maintenance, coordination, approval, publication and enduring life cycle.  Ensures publications and forms are issued in the appropriate publication series, media and format in accordance with prescribing government directives.  Coordinates with OPR to ensure Wing/Base publications and forms do not duplicate or conflict with higher headquarters’ issuance. 

(8) Facilitates IM orientation training for new Wing/Base IM hires and upgrade trainees, such as basic personal computer and network training, records management, content management, document security, official mail management, C&I awards program, and IM functional management. Screen all training material including Career Development Courses (CDC), CFETP, and duty description, providing feedback to next level IMFM.  Responsible for all IM training to include determining training requirements, scheduling training, conducting training and documenting training in the mandated automated training documentation system.

(9)  Coordinates with Wing managers regarding wartime training and tasking of IM personnel, ensure that requirements are met.  Identifies need for changes in priorities depending on taskings, and takes action to implement such changes.  Monitors the deployment, training, and war taskings of Wing/Base IM personnel.  Provides input to the Squadron Commander on the impact of war plans, deployment plans, and strategic plans on Wing/Base IM personnel.  Balances skill sets to match war tasking requirements for Wing/Base IM personnel.  Establishes and implements workload for Base Comm IM personnel to perform on UTA to ensure combat readiness.  Ensures IM personnel throughout the Wing/Base are mission ready. 

(10) Manages Wing/Base Freedom of Information Act (FOIA) and Privacy Act (PA) Programs.  Provides guidance and training concerning information privacy, confidentiality, security, disclosure and sharing of information collected regardless of media.  Reviews and evaluates all information requests subject to the FOIA or Privacy Act.  Coordinates the release or denials of information with the Judge Advocate's Office, Public Affairs and other agencies.  Ensures compliance with statutory time limits. Provides FOIA reports as required.  Coordinates extension of time limits for processing requests. 

(11) Develops and manages Wing/Base official U.S. mail program.  Determines requirement for and expenditure of postal funds.  Develops and implements local guidance and instructions for following specialized mail handling procedures.  Provides for contingency support and reports official mail matters to higher headquarters.

(12) Manages and provides guidance to the Wing/Base and tenant units on reproduction options, such as local resources, outside vendors, such as the Defense Agency Printing Service (DAPS).  Projects and executes funds for Wing/Base production services. 

(13) Provides software application assistance to Wing/Base customers for commonly used office automation and telecommunications applications.  Develops and implements training for Information Resource Management and core office application software such as e-mail, word processing, spreadsheet, database, graphics, Internet/Intranet and on IM standard systems. 

(14) Develops, implements and maintains work center training programs. Plans and schedules tasks and training activities for drill status guard members. Oversees and conducts on-the-job training (OJT) for personnel.  Creates and develops lesson plans. Ensures availability of facilities and training aids.  Monitors the training status of personnel and ensures that supplemental and/or remedial training is accomplished. Responsible for documentation of accomplished training in a timely manner.  Requires the use of a mandated automated training documentation system.

(15) Provides technical oversight, guidance, and direction to lower graded Information Management personnel.

(16) Consults with and provides advice to planning and implementation (P&I) function on relevant issues such as SORTS/ART reporting, equipment life cycle replacement, budget, projects, software and hardware requirements.  

(17) Ensures deployment readiness of section personnel, equipment, and supplies.  Plans for deployment/contingency support.  

(18) Coordinates with higher headquarter elements, Program Management Offices, Specific System/Hardware Support Elements, OEM Vendors and Vendor Contracted support facilities for issue resolution pertaining to the most efficient and effective acquisition, portrayal, manipulation and destruction of Wing/Base information.  Includes using various means and media to obtain needed information to accomplish the task.  May require the use of various stand alone (e.g., paper based, CD, DVD, etc.) or on-line (network or web based) methodologies to obtain needed information. 

(19) Manages work center supply functions such as ordering and receiving of equipment, supplies, bench stock, logistics products, historical records, Test, Measurement, and Diagnostic Equipment (TMDE) services.   Maintains or otherwise has available (local network or web based) required SBSS and commercial documents to monitor ordering, turn-in and/or on-hand status of required items such as toners, folders and paper.

(20) Provides input to and coordination on relevant support agreements that require section support to make sure they correctly identify products and services needed and appropriately perform records management functions.  

(22) May perform Government Purchase Card (GPC) purchases including the required tracking, receiving and storage of items.  Maintains records IAW guiding directives. 

(23)  Performs other duties as assigned.

c. FACTOR DISCUSSION:
Factor 1 - Knowledge Required by the Position:


-- Comprehensive knowledge of Enterprise Information Management (EIM), Information Resource Management (IRM) concepts, Electronic Resource Management (ERM) and Content Life Cycle Management Program methods to plan, manage, protect and control information resources and supporting information technologies. 

-- Comprehensive knowledge of a wide range of policies, regulations, manuals and precedents such as DOD, AF, NGB, and technical specifications for Automated Information Systems (AIS), web services and information technology applicable to the implementation and management of the IRM programs.

-- Comprehensive knowledge of the mission, objectives, terminology, and management practices in the activity, the agency, and the department to recognize probable areas of interaction and overlap between proposed and existing systems. 

-- Knowledge of the principles of information assurance, network security and techniques to ensure serviceability, safe operation, proper configuration, accountability and sustainability of systems as they pertain to the work of the position.

-- Expert knowledge of information resource management systems and electronic publication methodologies to manage the IRM program.

-- Knowledge of training program development and implementation to include lesson plan and subject matter delivery. 

-- In-depth knowledge in Web page design principles and methods, graphics markup and other web programming languages, browser technical requirements, Internet security principles, accessibility factors and standards, file formats used in the delivery of web content and web page formatting standards sufficient to provide guidance in the management of all Wing/Base created web sites and the content there in. 

-- In-depth knowledge of telecommunications, computer, and information transmission systems, and software such as spreadsheet, word processing, database, presentation/graphics, and electronic mail.  Knowledge of their role in DoD’s execution of Information Assurance plans.

--Maintains knowledge of emerging technologies, reviews technical periodicals, publications, commercial standards, and attends seminars.

Factor 2 – Supervisory Controls:

This position provides general guidance, as to scope and priorities of projects in the assigned area and determines time-frames and possible shifts in staff assignments. Employee independently plans, organizes, and carries out assignments, coordinates work with others, determines the approach and methodology to be used, and keeps the supervisor informed of potential problems.  Completed work is appropriately reviewed for effectiveness and efficiency of the programs managed.

Factor 3 – Guidelines:

Guidelines primarily consist of a wide variety of administrative and procedural Federal, NGB, AF, ANG, and DoD regulations, policies, standards, and objectives that are not always applicable to specific assignments.  The employee uses initiative and judgment in choosing, interpreting, or adapting available guidelines to specific issues or assignments.  The employee uses judgment in adjusting the most appropriate guidelines to fit new program requirements.
Factor 4 – Complexity:

The work involves independent accomplishment of several stages in the automation of a work process, including participation in defining the problem and designing, and implementing a solution.  A variety of techniques and methods are needed to evaluate alternatives. Decisions involve comprehensive analysis and application of existing guidance.  Technical consideration and evaluation must be given to planned changes of Information Management Systems.  The complexity of Information Resource Management Systems and applicable guidelines warrant consideration and evaluation of changes which affect inter-related systems.

Factor 5 – Scope and Effect:

Leads, trains, and provides direction to all Wing/Base IM personnel primarily in ERM and IRM programs.  Provides recommendations to supervisor, analyzing a variety of unusual problems, questions, or conditions associated with Information Management and related systems. Work products primarily support and affect all Wing/Base personnel and geographically separated units.  Completed work significantly contributes to the effectiveness, efficiency, and productivity of the wing/base as it relates to the collection, creation, use, and dissemination of official information, and related records.
This position is the Wing/Base OPR for assigning, training, classification, utilization, and career development of enlisted Information Managers assigned.   These personnel operate in every functional area and, although most are not assigned to the base Communications Squadron, they are specialized extensions of the Communications Squadron, supporting the Air Force Mission.  A network of open communications is critical with the supported leadership and among these personnel at all levels.

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

Personal contacts include leadership and functional area users within Wing/Base. In addition, contacts often take place with personnel of other agencies, higher headquarters functional managers, representatives of professional associations, equipment or application software vendors, contractors, and the public.

The purpose of contacts is to plan, coordinate, train and advise on work performed, or to identify problems. Contacts personnel at unit level in order to provide Staff Assistance and validate IM policy compliance. 

Factor 8 – Physical Demands:

The work requires some physical exertion including recurring activities such as bending crouching, stooping, stretching, reaching, and lifting of moderately heavy objects such as boxes of official records, mail bins, and equipment.

Factor 9 – Work Environment:

The work is performed in a typical office setting. Special safety precautions are not required.

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, CBRNE training, exercise participation ORE/ORI/UCI/IG, etc, mobility exercise participation, FSTR/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.

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) 264, IAW current AF directives. Information Assurance – Technical Level II (IAT II), IAW current AF directives.

Conducts travel to and from offsite worksite(s) from the normal work area to perform assigned duties.  This may include Operating Locations (OL) and/or Geographically Separated Units (GSU).  Due to distances involved, travel may involve one or more overnight stays.

EVALUATION STATEMENT

A.  Title, Series and Grade:  Information Resources Specialist, GS-0301-09.

B.  Reference:  
1.  USOPM Position Classification Fly Sheet for Miscellaneous Administration and Program Series PCS for GS-0301, dated Jan 1979.

2.  USOPM PCS, Administrative Analysis Grade Evaluation Guide Aug 1990. 

3.  USOPM PCS, Job Family PCS for Administrative Work in the Information Technology Group, GS-2200, May 2001.  
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.  As part of a restructuring in 2006, new PDs were released in April 2007.  The 2006/2007 rewrite of the Communications Flight PDs included the numerous changes that had occurred over the previous six years since the last update in 2001.  This PD was redescribed and reclassified during the 2006/2007 restructuring.  The current organizational restructuring does not significantly impact this position.  While the changes were not significant from a classification standpoint, the changes were numerous enough to warrant the development of a new PD.  Since the changes did not significantly change the factor level descriptions, the comprehensive evaluation of each factor level included with PD# 80770000 has been included with the evaluation of this position.  

D.  Series, Title, and Grade Determination:

1. Pay Plan:  The primary purpose of this position is to implement and administer the Information Resource Management Program within the wing/base network and manual operating environments.  This includes the management, organization, direction, control, and education of all actions associated with the collection, creation, use, and dissemination of official information, and related records to include the administration of wing/base assigned Information Management Personnel according to governing directives at wing/base, tenants and geographically separated units if assigned.  The position has as its paramount requirement administrative knowledge, experience, and technical management, e.g. 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 applicable to one or more fields of administration.  The work of this position is not related to trades, craft, or manual-labor work.  Such positions are covered by the General Schedule (GS) pay plan.

2.  Series:  The primary purpose of this position is to implement and administer the Information Resource Management Program within the wing/base network and manual operating environments.  This includes the management, organization, direction, control, and education of all actions associated with the collection, creation, use, and dissemination of official information, and related records to include the administration of wing/base assigned Information Management Personnel according to governing directives at wing/base, tenants and geographically separated units if assigned.  

The position is classified in the Miscellaneous Administration and Program Series, GS-301.  This series includes positions which are to perform administrative two-grade interval work for which no other series is appropriate.  Administrative work is defined in section III.C.2 of the Introduction to the Position Classification Standards as work which “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 applicable to one or more fields of administration or management.”  As further described, administrative work may be performed as a part of the principal mission or program of an agency or subcomponent, or it can be performed as a service function which supports the agency’s mission or program.
The work does not meet the requirements of the Information Technology Management series GS-2210 because the work is not similar to applying analytical processes to the planning, design and implementation of new and improved information systems to meet the business requirements of customer organizations.

The work of this position is administrative in nature and does not match a specific series.   It does match definition specified above for the GS-301 series and is therefore assigned the GS-301 series.
3.  Title:  OPM has prescribed no titles for positions in the Miscellaneous Administrative and Program Series, GS-301.  Therefore, according to section III.H.2 of the Introduction to the Position Classification Standards, the agency may choose the official title for this position and should follow the titling guidance in that section.  The title meets the criteria and sufficiently describes the position is Information Resources Specialist.
4.  Grade:   There are no published grade evaluation criteria for positions classified in the GS-301 series.  In such cases the Introduction to the Position Classification Standards explains (section III.H.i) that if there are no specific grade level criteria for the work, an appropriate general classification guide or criteria in a standard or standards for related kinds of work should be used.  The GS Administrative Grade Evaluation Guide meets these criteria.  This guide provides grade level criteria for nonsupervisory staff administrative analytical, planning, and evaluative work, at grade GS‑09 and above.   Work covered by the guide is administrative in nature and does not require specialized subject matter knowledge and skills.  It requires a high degree of qualitative and/or quantitative analytical skills, the ability to research problems and issues, written and oral communication skills, and the application of mature judgment in problem solving.
As shown in the attached Factor Evaluation Statement (FES) position evaluation statement, the grade is GS-09.

E.  Conclusion:  Information Resources Specialist, GS-0301-09.

CLASSIFIER:  Terry Corbridge, NGB-J1-TNC      
Date:  23 Apr 07
                         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
	1-6
	950
	See Analysis Below

	2.  Supervisory Controls
	2-3
	275
	   “          “           “

	3.  Guidelines
	3-3
	275
	   “          “           “

	4.  Complexity
	4-3
	150
	   “          “           “

	5.  Scope and Effect
	5-3
	150
	   “          “           “

	6.  Personal Contacts & 

7.  Purpose of Contacts
	6-2

7-b
	75
	   “          “           “

	8.  Physical Demands
	8-1
	5
	   “          “           “

	9.  Work Environment
	9-1
	5
	   “          “           “

	TOTAL POINTS ASSIGNED:
	
	1885
	GRADE:  GS-09


Factor 1 - Knowledge Required by the Position:

FL 1-6   950 points

Positions at Level 1-6 require skill in applying analytical techniques to identify, consider, and resolve issues or problems of a procedural or factual nature. Problems or issues deal with readily observable conditions, written guidelines covering work methods and procedures, and information of a factual nature. Included at this level is knowledge of the theory and principles of management and organization, including administrative practices and procedures common to the organization.  The work involving the IRM and ERM records maintenance, Management Information System (MIS), Electronic Publications, Technical Order Distribution, electronic mail, and other work performed by this position, does not exceed this level.

The work involving an in-depth knowledge in Web page design principles and methods, graphics markup and other web programming languages was not considered in the evaluation of this position since it does not involve 25% of the time spent by the incumbent.

Factor 2 - Supervisory Controls:




FL 2-3   275 points

The supervisor provides general guidance, as to scope and priorities of projects in the assigned area and determines time-frames and possible shifts in staff assignments. Employee independently plans, organizes, and carries out assignments, coordinates work with others, determines the approach and methodology to be used, and keeps the supervisor informed of potential problems.  Completed work is appropriately reviewed for effectiveness and efficiency of the programs managed.  This meets FL 2-3.

The position does not meet FL 2-4 in that the position does not operate within a framework of priorities, funding and overall project objectives (e.g., cost reduction, improved effectiveness and efficiency, better workload distribution, or implementation of new work methods), where the employee 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 its completion and (a) completed projects, evaluations, reports, or recommendations are reviewed by the supervisor for compatibility with organizational goals, guidelines, and effectiveness in achieving intended objectives; (b) completed work is also reviewed critically outside the employee's immediate office by staff and line management officials whose programs and employees would be affected by implementation of the recommendations.

Factor 3 - Guidelines:





FL 3-3   275 points

Based on the type of work performed by the function, guidelines consist of a wide variety of administrative regulations and procedural guidelines primarily standard reference material, texts, and manuals covering the application of analytical methods and techniques and instructions and manuals covering the subjects involved. 

Analytical methods contained in the guidelines are not always directly applicable to specific work assignments.  The employee uses judgment in choosing, interpreting, or adapting available guidelines to specific issues or subjects.

Factor 4 - Complexity:





FL 4-3   150 points

The work with the IRM and ERM programs involves dealing with problems and work assignments of a procedural nature and matches FL 4-3.

Factor 5 - Scope and Effect:




FL 5-3   150 points

Completed work significantly contributes to the effectiveness, efficiency, and productivity of the wing/base as it relates to the collection, creation, use, and dissemination of official information, and related records. The purpose of the position is to improve the reliability and accuracy of the assigned IRM and ERM programs throughout the wing and for interpreting established applicable policies, procedures and guidance, providing information and training on these programs and carrying out work to implement assigned programs.  This meets FL 5-3.

Factor 6 - Personal Contacts &

Factor 7 - Purpose of Contacts:




Matrix 2b   75 points
    Personal Contacts:
Based on the type of position and the work required to be performed in the function, contact with employees, supervisors, and managers of the same agency, but outside of the immediate office, or employees and representatives of private concerns in a moderately structured setting is credited as described at level 2 is credited.

    Purpose of Contacts:
Based on the type of position and the work required to be performed in the function the normal purpose of contacts would to provide advice to managers on non-controversial organization or program related issues and concerns which is described at level b. 

Based on the conversion in the standard, level 2b equates to 75 points.

Factor 8 - Physical Demands:




FL 8-1   5 points

Assignments do not regularly involve long periods of standing, bending, and stooping to observe and study work operations in an industrial, storage, or comparable work area, therefore FL 8-1 is appropriate.

Factor 9 - Work Environment:




FL 9-1   5 points

The work environment is a normal office environment and meets FL 9-1.

FINAL CLASSIFICATION:  Information Resources Specialist, GS-0301-09


CLASSIFIER:  Terry Corbridge, NGB-J1-TNC      Date:  23 Apr 07
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