	POSITION DESCRIPTION
	1. Agency PDCN  80851000 

	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)

      
	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

	
	  Commander
	GS
	0301
	13
	ejm
	07 May 08

	16. Organizational Title (If different from official title)

    
	17. Name of Employee (optional)

          

	18. Dept/Agency/Establishment - National Guard Bureau

    a. First Subdivision      - State Adjutant General

    b. Second Subdivision     - ANG Aviation Wing
	 c. Third Subdivision  - Air Support Operations Squadron/ 
                   Tactical Air Control Party 
 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 General Schedule Supervisory Guide, June 1998;  
 Dod Supplementary Guidance for the General Schedule 
 Supervisory Guide (GSSG), updated July 2002. USOPM Miscellaneous Administration Program Series Definition, GS-0301, Jan 79.

	    Typed Name and Title of Official Taking Action
	     

	   Ed Marchetti
   Human Resources Specialists (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

 07 May 08
	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 08-1007, dated 07 May 08.


	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 an ANG Aviation Wing, Air Support Operations Squadron (ASOS) and Tactical Air Control Party (TACP).  The primary purpose is to provide leadership and guidance ensuring unit functions meets all wartime readiness requirements.  Directs and supervises staff functions, through subordinate supervisors, affecting a diverse and very complex Theater Air Ground System (TAGS).  The unit provides operations and maintenance support for assigned computer, communications, data, and sensor systems; information assurance, materiel control, and vehicle and powered support equipment maintenance.  The base level of work supervised is at the GS-11 level.

b. DUTIES AND RESPONSIBILITIES:

(1) Determines unit goals that are the foundation for long and short range planning and execution of all internal programs.  Provides the focus for all functions and activities in the squadron.  Ensures goals are in consonance with higher headquarters direction and local limitations.  Considers factors such as current and future mission needs, political climate, environmental concerns, radio frequency spectrum, and tactical training location availability.  Assesses and ensures compliance, supportability and planning for a wide variety of programs and operations including: Joint Terminal Attack Control (JTAC) qualification, certification, and currency, long-haul and tactical communications systems, Local Area Networking (LAN) and Wide Area Networking (WAN) equipment, messaging equipment, telephone switching systems, multiplexing equipment, powered support systems, heating and air conditioning equipment, unit transportation capabilities, etc.
(2) 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 the assignment, and the capabilities of employees.  Provides employees with advice, counsel or instruction on both work and administrative matters.  Maintains military and full-time strength through recruiting and retention programs.  Interviews candidates for positions in the unit and selects appointment, promotion, or reassignment to such positions.  Identifies developmental and training needs of employees, provides or arranges for needed development and training, and maintains an effective leadership/career development program.  Makes critical judgments and on-the-spot decisions regarding the safety of assigned personnel.  Hears and resolves employee complaints and refers serious unresolved complaints to higher-level management.  Initiates action to correct performance or conduct problems.  Effects minor disciplinary measures such as warnings and reprimands and recommends action in more serious disciplinary matters.  Ensures the Equal Employment Opportunity Program is effective.  Establishes channels of communication within the division to keep personnel informed and provides feedback.  Finds ways to improve or increase the quality of the work directed.  Develops performance standards, explains performance expectations, and evaluates the work performance of subordinates. 
(3) Oversees the programs of the ASOS/TACP functions through subordinate supervisors that supervise technical activities within the organization.  Collaborates with Operations and Maintenance sections to negotiate, decide and/or coordinate on work-related issues.  Advises officials at the National Guard Bureau (NGB) and Air Combat Command (ACC) regarding problems involving the relationship between the work of the organization supervised and broader programs, and the impact on such programs.  Assures reasonable equity among units of performance standards and rating techniques developed by subordinates.  Provides direction and assistance in the projection, justification, execution, and control of an allocated multimillion dollar program involving federal funding and resources.  Through subordinates, ensures supply inventories are kept at proper levels; stock fund authorizations support unit activity level; and logistics plans meet mobilization/mobility requirements and support war plans.  Makes decisions regarding work problems presented by subordinate supervisors.  Evaluates supervisors and serves as reviewing official on evaluations/appraisals accomplished by supervisors or senior workers.  Makes or approves selections for non-supervisory positions and provides recommendations for selection of supervisory positions.  Determines whether contractor performed work meets standards of adequacy necessary for authorization of payment.  Finds and implements ways to eliminate or reduce barriers and impediments to the maintenance and operation of all TAGS equipment. 

(4) Develops unit budget based on mission requirements and recommends that budget to higher headquarters for approval.  Exercises judgment and discretion in the utilization of resources including equipment, facilities, funds, manpower, space, and time to effect expenditures and economical accomplishment of tasks.  Performs duties of Resource Manager (RM) in accordance with the Resource Management System (RMS).

(5) Responsible for the availability of mission capable ASOS/TACP Unit Type Codes (UTCs) to meet U.S. Air Force, contingency, and training requirements.  Monitors adequacy of maintenance and repair actions/procedures and components.  Assures timely identification of potential system wide equipment deficiencies and notification of concerned agencies.  Maintains Combat Mission Ready status.

(6) Coordinates with the NGB, Major Commands, and other outside agencies to determine if existing operational capabilities are compatible with Air Force, Joint, and National requirements.  Presents equipment and manpower requirements to satisfy these operational needs.  Meets with external organizations to coordinate training requirements and plans for the upcoming year.  Discusses appropriate command and control issues and ensures that units understand organizational relationships and priorities.  Maintains a close, functional working relationship with participating units.

(7) Maintains liaison with national, state, and local governmental agencies such as law enforcement, disaster relief, and others regarding matters of operational and environmental safety, protection of resources and other issues of possible unit impact.  Ensures all applicable environmental laws and rules are complied with.  Coordinates with appropriate agencies for required permits.  Coordinates environmental compliance assessment visits with other agencies.

(8) Negotiates and reviews host/tenant agreements, memoranda of understanding, joint use and inter-service agreements, and leases, with military and civil agencies.

(9) Ensures proper and adequate security and safeguarding of property, assigned equipment, resources, and people.  Ensures classified documents and equipment are accounted for, controlled, stored and safeguarded.

(10) Ensures mission readiness of personnel, and compliance with directives as validated through the Inspector General and other review agencies.  Ensures personnel are trained and exercised in wartime skills.  Demonstrates mission capability through a series of extensive Air Force inspections.  Ensures required records and documentation of programs are maintained.

(11) Analyzes unit Status of Resources and Training System Reports (SORTS) to determine the impact on organizational programs and resource management.

(12) Performs other related duties as assigned.

c. FACTOR DISCUSSION:
Factor 1 - Program Scope and Effect:                                               
The work directed covers an Air Support Operations Squadron (ASOS) and Tactical Air Control Party (TACP).  Directs an organization of technical specialists that assesses and ensures compliance, supportability, and planning for operations that include but are not limited to ground and satellite communications systems, terrestrial communications systems, software and firmware installation and testing, communications security, and sensor systems operations that is used to control air to ground weapons.  The effects ensure the proper operation for the systems equipment which has a significant impact on the safety of flight for the aircraft controlled and on the ability to perform its peacetime and wartime mission.  Additionally services support and directly impact multi-mission installations and combat Army units throughout the United States in addition to foreign nations.
Factor 2 - Organizational Setting:                                                        
The position is accountable to a position (ANG Wing Commander) that is one reporting level below the first general officer in the direct supervisory chain.

Factor 3 - Supervisory and Managerial Authority Exercised:              
The position directly or through a subordinate supervisor, supervises staff functions that support the organizations mission requirements.  Exercises supervisory responsibility and authority including granting leave, appraising performance, establishing performance standards, recommending promotions, and initiating disciplinary actions as needed.  Gives advice, counsel and instructions to subordinate employees on both general policy and administrative matters.  Consults with subordinate supervisors and staff functions on training needs.  Develops strategies for the hiring, training, and professional development of squadron personnel in all areas.  Makes decisions on work problems presented by subordinates.  Evaluates subordinate supervisor or staff functions and reviews evaluations made by subordinates on other employees.  Hears and resolves grievances and serious employee complaints not resolved at a lower level.  Reviews serious disciplinary cases and disciplinary problems involving subordinate employees and determines required action.  Supports equal employment opportunity and labor-management relations programs.  Ensures efficient position management is practiced within the organization.       
Factor 4 - Personal Contacts:
Sub-factor 4A - Nature of Contacts:                                         
Contacts are with high ranking military or civilian managers, supervisors, and technical staff at the ANG bureau, major military components and coalition forces high ranking managers and other organizational level of the agency headquarters administrative support staff.  Meets with local officers of regional or national trade associations, public action groups, or professional organizations; and or state and local government managers doing business with the organization.  Contacts include those which take place in meetings and conferences. Contacts require up-to-date technical familiarity with complex subject matter.  
Sub-factor 4B - Purpose of Contacts:                                      
The purpose of contacts is to justify, defend, or negotiate in representing the project, program segment(s), or organizational unit(s) directed, in obtaining or committing resources, and in gaining compliance with established policies, regulations or contacts.  
Factor 5 - Difficulty of Typical Work Directed:                                      
Responsible for providing supervision and technical authority over work graded and constructed at the GS-11 grade level which best characterizes the nature of the basic, mission oriented, non-supervisory work of the organization.
Factor 6 - Other Conditions:                                                                
Position supervises (2 subordinate supervisors) and involves substantial coordination and integration of major work assignments and projects of technical work comparable 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.
EVALUATION STATEMENT

A.  Title, Series, and Grade:  Commander, GS-0301-13.
B.  References:  
1.  USOPM General Schedule Supervisory Guide, June 1998.

2.  DoD Supplementary Guidance for the General Schedule Supervisory Guide (GSSG), updated July 2002.

3.  USOPM Miscellaneous Administration Program Series Definition, GS-0301, dated Jan 79. 
C.  Background:  This position is established to supervise fulltime and traditional personnel and functions required to operate and maintain an Air Support Operations Squadron (ASOS) and Tactical Air Control Party (TACP).  
D.  Pay Plan, Series, Title, and Grade Determination:

1. Pay Plan:  The duties of this position require knowledge and experience on an administrative and technical nature, involving supervision, managerial duties, and administrative functions over subordinate work.  The technical knowledge required of the incumbent is not a paramount requirement in the performance of primary duties for which this position exists.  This position is subject to General Schedule.
2.  Series:  This position functions as the Commander.  The position serves, manages and directs Air Support Operations Squadrons and Tactical Air Control Party (TACP) for the National Guard.  Since this position requires specialized functional competence, it is excluded from coverage by GS-0340, Program Management Series.  The GS-0301 series includes positions the duties of which are to perform, supervise or manage in a two-grade interval work for which no other series is appropriate.  The purpose of this position is to supervise, manage, and direct all aspects of two grade interval work in the squadron. 

3.  Title:  No title is prescribed for the GS-0301 series.  Thus the title of Commander is in accordance with the General Schedule Supervisory guidelines.  This is descriptive of the duties and meets OPM guidance for constructing titles. 

4.  Grade:   The GSSG covers supervisory and managerial positions.  As shown in the attached General Schedule Supervisor Position Evaluation Statement, the grade is GS-13.
E.  Conclusion:  Commander, GS-0301-13.
Classifier:  Ed Marchetti, NGB-J1-TNC
Date:  07 May 08
GENERAL SCHEDULE SUPERVISOR
POSITION EVALUATION STATEMENT

	FACTOR
	FL
	PTS
	REMARKS

	1.  PROGRAM SCOPE AND EFFECT
	1-2
	350
	

	2.  ORGANIZATIONAL SETTING
	2-2
	250
	

	3.  SUPVY & MANAGERIAL AUTHORITY
	3-3b
	775
	

	4.  CONTACTS

A.  NATURE 
	4A-3
	75

	

	B.  PURPOSE
	4B-3
	100
	

	5.  DIFFICULTY

(BASE WORK)
	5-6
	800
	

	6.  OTHER CONDITIONS
	6-4
	1120
	

	Adjustment Provision
	Y or N
	N
	

	               TOTAL POINTS ASSIGNED:


	3470
	     GRADE:  GS-13


FINAL CLASSIFICATION:  Commander, GS-0301-13
Classifier: Ed Marchetti, NGB-J1-TNC
Date:  07 May 08
