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	POSITION DESCRIPTION
	1. Agency PDCN 80944000 D1957000

	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)

Replaces PD #80696000, Logistics Management Specialist, GS-0346-09, dated 11 Jan 06.
	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

	
	         Logistics Management Specialist
	GS
	0346
	09
	em
	29 Jul 09

	16. Organizational Title (If different from official title)

    Resource Management Specialist
	17. Name of Employee (optional)

          

	18. Dept/Agency/Establishment - National Guard Bureau

    a. First Subdivision      - State Adjutant General

    b. Second Subdivision     -  Air Nation Guard (ANG)
                          Aviation Wing
	 c. Third Subdivision  -  Mission Support Group
 d. Fourth Subdivision –   Logistics Readiness Squadron
 e. Fifth Subdivision  -   Operations Compliance Function


	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
  US OPM PC Flysheet for Logistics Management Series, GS-0346, Jan 1987; US OPM Administrative Analysis Grade Evaluation Guide, Aug 1990; US OPM PC Flysheet for Education and Training Series, GS-1702, Oct 1991; US OPM PC Flysheet for Training Instructor Series, GS-1712, Feb 1991;and US OPM Grade Level Guide for Instructional Work, Mar 1989.   

	    Typed Name and Title of Official Taking Action
	

	ENEIDA MARTINEZ
Human Resources Specialist (Classification)
	Information For Employees. The standards and information on 

their application are available in the personnel office. The 

classification of the position may be reviewed and corrected by

	    Signature

     //signed//    
	 Date

 29 Jul 09
	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-TN-C, CRA 09-1008, dated 29 Jul 09.  

	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 Operations Compliance Function, Logistics Readiness Squadron (LRS), Mission Support Group, at an ANG Aviation Wing.  Its purpose is to be the point of contact for the Logistics Readiness Squadron deployment and training activities.  Manages customer training and provides the Logistics Readiness Squadron forces with training and resources for deployed operations.

b.  DUTIES AND RESPONSIBILITIES:

(1)  Reviews and evaluates all operations, deployment, contingency and exercise plans to ensure mission readiness for the Logistics Readiness Squadron.  Analyzes exercise and contingency plans to determine required Logistics Readiness Squadron actions in support of mission requirements.  Incumbent evaluates all equipment, manning and training requirements to meet deployment and pre-planned tasking.  The position is responsible for coordination with other base organizations on applicable plans.  This position manages the development of plans for deployments, contingency response, expeditionary support planning, sustainment, and redeployment.  Prepares updates and reviews the Logistics Readiness Squadron contingency/ deployment, base support, and related plans.  Coordinates plans and annexes with Logistics Readiness Squadron managers.  Incumbent initiates all changes, modifications, additions and/or deletions to personnel and equipment tasking and assignments through the Logistics Readiness Squadron Commander.

(2)  Develops, manages and controls Logistics Readiness Squadron training and career development programs.  Incumbent is responsible for Automated Training Systems, products, and a multimedia library and for developing training policies and procedures.  This position provides training guidance and/or assistance to work center supervisors.  Chairs and conducts meetings with management to resolve critical or controversial training issues.  Develops training, conducts and or coordinates formal classroom training, to include readiness deployment training for all Squadron personnel.  The incumbent makes arrangements for all formal schools to include technical schools for all squadron career fields, supervisory/management training and computer training.  Plans and initiates cross-training and familiarization training to effect better personnel utilization.

(3)  Compiles and updates status of Logistics Readiness Squadron, to include tracking and reporting of personnel, training, equipment and supplies.  The position is responsible for generation of reports and for the assignment of proper security, classification and storage of classified documents.  Compiles and prepares Status of Resources and Training System, Defense Readiness Reporting System, and Air Expeditionary Force (AEF) Readiness Tool reports and provides status and readiness briefings to Squadron and Wing commanders.  Identifies shortfalls and recommends corrective actions.  The incumbent monitors personnel deployability.  The incumbent implements local directives for the establishment and management of Personnel Readiness folders.  This position includes responsibility for development, management and control of the deployment/redeployment of squadron personnel and equipment.  Identifies requirements, develops procedures, and conducts training of assigned personnel.

(4)  Coordinates, develops, and administers management training programs for supervisory personnel.  Incumbent instructs management personnel and trainers on the concepts, scope and objectives of training programs.  This position monitors the training necessary to ensure understanding of the Air Force management system.  The incumbent develops programs to ensure core task proficiencies.  This job involves providing guidance to section supervisors in the selection of Enlisted Specialty Training (EST) trainers and task certifiers.  The incumbent coordinates Air Force Training Course (AFTC) for personnel.  EST program includes management, qualification, upgrade, job knowledge, proficiency, professional development and general military training.  Coordinates and manages exportable courses and Career Development Course Programs.  The incumbent advises commander on training deficiencies and problem areas and recommends solutions.  In coordination with supervisors, prepares long-range career development programs for enlisted personnel.  The job involves determining training requirements by reviewing and correlating documentation and balancing training needs against available resources.  Performs curriculum development functions for supply customers and EST and conducts formal classroom training.  The incumbent ensures development of Master Training Plan for each Flight in the Logistics Readiness Squadron.

(5)  Develops local training programs to accommodate supply procedural changes, and coordinates changes to other career field areas as directed, to improve operational effectiveness when management indicators reflect potential trouble areas.  Prepares, schedules, coordinates or conducts Supply Customer related Block Training.  Manages and conducts inspections of all squadron training areas to ensure that records are maintained in accordance with established directives.

(6)  Performs other duties as assigned.
c.  FACTOR DISCUSSION:
Factor 1 - Knowledge Required by the Position:

--Knowledge of commonly used methods, procedures, Air Force (AF) and National Guard Bureau (NGB) regulations and guidance governing and relating to developing, presenting and managing mobility and training programs for the Logistics Readiness Squadron.

--Knowledge and skill in applying analytical and evaluative techniques to the identification, consideration, and resolution of program related issues and problems.

--Skill in defining problem areas and in application of conventional mobility management principles and concepts.

--Factual and thorough knowledge of the responsibilities of logistics plans and support functions that interrelate with the incumbent’s assignment.

--Knowledge of methods and procedures to develop training and of the methods used to evaluate training effectiveness.

--Knowledge of AF and NGB regulations in all the various functions of supply such as materiel management, materiel storage and distribution, supply systems, and supply operations support.
--Knowledge of the work being performed in the various branches of supply and methods and techniques used to perform such work.

--Ability to communicate effectively and clearly, both verbally and in writing.

--Knowledge and understanding of Air Force, National Guard, and gaining command organizational structure, missions, and responsibilities.

Factor 2 - Supervisory Controls:
Works under the supervision of the Supervisory General Supply Specialist (Operations Compliance).  Supervisor makes assignments by defining objectives, priorities, and deadlines and assists employee with problems not having clear precedents.  The supervisor assigns work in terms of limitations, quality, priorities, and deadlines.  Incumbent carries out assignments on own initiative and duties are primarily performed independently.  Refers problems of an unusual nature to supervisor for guidance.  Work is subject to review upon completion and is evaluated for technical soundness, appropriateness, and conformity to policy and requirements of the mission and in terms of quality of service provided and final results achieved.
Factor 3 - Guidelines:
Guidelines are in the form of AF and NGB regulations and manuals, as well as instructions from the supervisor or higher graded technicians.  The guidelines used are generally applicable to situations encountered but have frequent gaps in specificity as related to unit unique situations and requirements.  The incumbent utilizes judgment in interpreting guidelines, policies, regulations, precedents, and work directions for application to specific cases or problems.

Factor 4 - Complexity:
The incumbent typically performs complete assignments involving different and unrelated processes and methods.  Assignments include developing operations, mobility, contingency, and exercise plans as well as developing lesson plans, instructing, monitoring OJT programs, and maintaining a testing program.  Instructional materials pertain to subject areas in all of the Logistics Readiness Squadron.  The assignments concern well established aspects of the supply function.  They typically involve support problems or program requirements that are stable, generally predictable, and without serious conflict.  The position identifies logistical problem areas and determines actions required to resolve the issues identified, as well as plans and develops course material.  Incumbent also develops mobility plans, Status of Resources and Training System and AEF Readiness Tool reports and determines effectiveness of and revises the material or plans as necessary.

Factor 5 - Scope and Effect:
Problems encountered usually require coordination and resolution with higher headquarters, Logistics Readiness Flight and Mission Support Flight or Logistics Readiness Squadron as well as other organizations on the base.  Work involves application of established and accepted regulations, criteria, and policies to logistical problems and issues encountered in independent assignments for a small organization (Logistics Readiness Squadron) to ensure adequate training and mobility resources are available for the squadron.

The effectiveness of the mobility and training programs and the information and recommendations provided by the incumbent affect decisions and courses of action taken by supervisors, functional specialists, and others involved in the mobility efforts of the squadron to ensure the personnel and unit are capable of surviving and operating in a real world situation.

Factor 6 - Personal Contacts &
Factor 7 - Purpose of Contacts:
The position normally involves contacts with employees from the same agency, usually from the same ANG installation.  They include local unit and wing personnel, counterparts in other active duty, wing, and ANG units, with National Guard Bureau, and gaining command.  They also include contacts with customers from other functions located at or near the installation. Purpose is to arrange and provide Logistics Readiness Squadron forces with resources and training for sustainment and survivability and to plan, coordinate, and advise concerning/mobility programs training, to resolve conflicts concerning operating problems and to provide command, staff, and senior leadership with information relative to readiness status of the Logistics Readiness Squadron.  The position and individuals contacted have mutual goals and contacts occur in a cooperative atmosphere.

Factor 8 - Physical Demands:
The work usually occurs in an office or classroom setting.  Assignments involve sitting, walking, standing, bending, carrying items such as papers, books or visual aids.  There are no special physical demands required.

Factor 9 - Work Environment:
The work involves everyday risks or discomforts which require normal safety precautions typical of offices, classrooms, libraries, etc.  Work area is adequately lighted, heated, and ventilated.  Normal, everyday risks are encountered in going to and from offices and buildings, and in traveling by military and commercial transportation while performing temporary duty away from the permanent duty station.
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:  Logistics Management Specialist, GS-0346-09

B.  References:


1.  US OPM PC Flysheet for Logistics Management Series, GS-0346, Jan 1987


2.  US OPM Administrative Analysis Grade Evaluation Guide, Aug 1990


3.  US OPM PC Flysheet for Education and Training Series, GS-1702, Oct 1991

4.  US OPM PC Flysheet for Training Instructor Series, GS-1712, Feb 1991

5.  US OPM Grade Level Guide for Instructional Work, Mar 1989
C.  Background Information:  This PD has been rewritten due to reorganization directed by Chief of Staff of the Air Force (CSAF) of the Global Wing Organization to streamline the mission generation chain of command.
D.  Pay Plan, Series, Title, and Grade Determination:


1.  Pay Plan:  A position is subject to the General Schedule when its primary duty requires knowledge or experience of an administrative, clerical, scientific, artistic, or technical nature not related to trade, craft, or manual-labor work.  The primary duties of this position are administrative and technical in nature requiring knowledge of mobility programs and training, skill in applying analytical and evaluative techniques in the logistics career field.  Such knowledge is not characteristic of the WG coverage.  Therefore, the General Schedule (GS) is the selected pay plan.


2.  Series:  The position involves work of two distinct categories:



a.  The first includes reviewing all operations, mobility, contingency, and exercise plans to ensure combat readiness for the Logistics Readiness Squadron; analyzing mission objectives to determine the kind and extent of support required; coordinating with logistics and support functional specialists to assure adequate provisions of manpower, supplies, equipment, and services to meet specific support needs; and evaluating proposed plans for impact and support feasibility.  These duties are appropriately classified in the GS-0346 series (reference B.1.).  That series covers positions concerned with directing, developing, or performing logistics management operations that involve planning coordinating, or evaluating the logistical actions required to support a specified mission, weapons system, or other designated program.



b.  The second includes planning, coordinating, managing, and implementing the required training (including the required mobility and contingency training) related to the duties listed above for the function.  These duties are covered by the GS-1702 series (reference B.3.).  This series includes positions involving nonprofessional work of a technical, specialized, or support nature in the field of education and training.  Work in the GS-0346 series is determined to be the highest level of work performed in this position and occupies a significant portion of the incumbent’s time.  That work involves planning, developing, directing, and evaluating for both the training and resources requirements to ensure squadron readiness.  Since these logistics related duties are found to be the grade controlling work of the position it is appropriately allocated to that series.


3.  Title:  Logistics Management Specialist is the title for non-supervisory positions classified to this series.


4.  Grade:  The Logistics Management Series, GS-0346 provides a series definition but no grading criteria.  Reference B.2. is used for cross-comparison purposes in accordance with “Grading Positions” criteria contained in Reference B.1., Pgs 18-20.  This position is evaluated at GS-09 using the attached Factor Evaluation System (FES) form.  An analysis of Factor Level Determinations is included.

E.  Conclusion:  Logistics Management Specialist, GS-0346-09

CLASSIFIER:  Eneida Martinez, NGB-J1-TN-C



Date:  29 Jul 09
	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

                 and

7.  Purpose Of Contacts 6.  

	2b
	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:  Level 1-6 is the first level discussed in the Administrative Analysis Grade Evaluation Guide utilized to classify this position.  The Guide, at Level 1-6, indicates the work requires skill in applying analytical and evaluative techniques to the identification, consideration, and resolution of issues or problems of a procedural or factual nature.  The issues or problems deal with readily observable conditions, written guidelines covering work methods and procedures, and information of a factual nature.  It also states the incumbent must have a grasp of the organization, (structure, missions, and responsibilities) including the administrative practices and procedures common to the organization, and must understand the channels of communication, delegation of authority, etc.  The job requires utilization of knowledge of common methods, procedures, regulations and other guides relating to mobility programs/training within the Logistics Readiness Squadron.  The job also requires application of analytical and evaluative techniques in defining and resolving moderately difficult and complex, non-controversial, precedent, factual, procedural, recurring issues and problems.  The incumbent must understand logistics plans and support functions that interrelate with the assignment and must be able to communicate effectively.  These requirements fully meet the criteria of Level 1-6.

It does not meet Level 1-7 that requires knowledge and skill to solve complex logistics problems and issues using a wide range of logistics concepts, practices, etc.  Such problems and issues would normally be found in positions beyond the squadron level where the scope of the assignment would result in dealing with a greater variety and quantity of complex logistics problems and issues.

Factor 2 - Supervisory Controls:  Level 2-3 is met.  The incumbent exercises judgment in analyzing problems or issues and in resolving common work problems without reference to the supervisor or a higher graded specialist.  Problems are resolved in accordance with accepted office policies and applicable precedents.  Objectives, priorities, and deadlines are set for the incumbent by the supervisor, and advice is provided on potential problems.  The incumbent assists the supervisor with controversial or unusual situations where clear precedents are lacking.

Factor Level 2-4 is not met since the incumbent is not required to apply new methods to resolve controversial or unprecedented issues and problems without assistance from the supervisor.  Such problems or issues are very limited at the squadron level and the incumbent is expected to discuss them with the supervisor before proceeding.

Factor 3 - Guidelines:   A wide variety of directly related reference material is utilized (i.e., National Guard Bureau, gaining command, AF regulations and local unit regulatory requirements and policies).  Precedents are available providing preferred approaches to resolving the problems.  This meets FL 3-3.

The position does not meet the criteria to credit FL 3-4.  At the higher level, guidelines are very general, scarce, or have gaps in specificity thus requiring considerable adaptation and or interpretation, definition, and explanation for application to issues or problems.  The incumbent’s assignments do not require such interpretations.

Factor 4 - Complexity:  Work requires application of established and accepted analytical techniques to issues and problems that are procedural in nature and effect the efficiency and effectiveness of the Logistics Readiness Squadron in meeting its training and resources requirements for mobility to ensure the ability to sustain the unit mission, to survive in a real world environment, and to accomplish recovery operations.  Level 4-3 is met.

Work does not involve resolving problems and issues often involving conflicting or incomplete information or characterized by controversial or sensitive matters, as would be the case at FL 4-4.  This position requires application of accepted analytical techniques rather than qualitative and quantitative analytical techniques frequently requiring modification to fit a wider range of variables characteristic of positions credited at FL 4-4.  Such work would generally be found at a higher organizational level involving more diversified work.
Factor 5 - Scope and Effect:  FL 5-3 is met by this position as to Scope and Effect.  Work requires application of accepted criteria, standard methods, and principles to plan and carry out a program to resolve a variety of conventional issues and problems to ensure adequate training and resources are available to prepare the Logistics Readiness Squadron for contingency bed-down, sustainment, survivability, and recovery operations.  It involves application of accepted methods and guidelines for analysis of problems unique to squadron mobility.    Work influences decisions made by managers and employees as well as the ability of the squadron to meet mobility requirements.  The position provides required training and ensures resources required are available or if not that they are acquired.  Failure to meet the readiness requirements would result in the squadron not being viable for mobilization.

FL 5-4 is not met by this position.  Positions at this level are involved in work that contributes to improvement of productivity, efficiency, and effectiveness at different echelons or geographical locations within the organization or may affect work done in components of other agencies.  To meet that level requires resolution of complex problems and issues typically requiring analysis and troubleshooting of a wide range of unusual conditions.  The work of this position contributes to and impacts the readiness for a Logistics Readiness Squadron rather than having an expanded impact on other organizational entities.

Factor 6 - Personal Contacts &

Factor 7 - Purpose of Contacts




Level 2 is fully met.  Work requires personal contacts that are generally with employees, managers, and individuals at the squadron and wing level.  It also involves occasional contacts with headquarters (NGB) as well as with counterparts in other active duty, wing, and ANG units.  It does not require routine personal contacts with officials outside the agency as is required to meet Level 3.

As to Purpose of Contacts, Level b is met as the position involves providing advice to squadron managers on non-controversial organization or program related issues and concerns and involves influencing and motivating individuals or groups who are working toward mutual goals and who have basically cooperative attitudes.  Level c that involves encountering resistance due to such issues as organizational conflict, competing objectives, or resource problems is not met.

Factor 8 - Physical Demands




The work requires no special physical demands.

Factor 9 - Work Environment





The work is performed in an office setting where adequate heating and lighting are provided.  Some travel is required and everyday risks are encountered going from and to various offices and buildings.
FINAL CLASSIFICATION:  Logistics Management Specialist, GS-0346-09

CLASSIFIER:  Eneida Martinez, NGB-J1-TN-C


Date:  29 Jul 09
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