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	24. Remarks:

    Released from NGB-HRC, CRA 03-1003, dated 21 Mar 03.
Pen-and-Ink Changes released by NGB-J1-TN-C, CRA 08-1011, dated 21 MAY 08.  Pen-and-ink changes throughout this document are annotated as follows:  deletions are reflected via strikethrough and additions are reflected via BOLD ITALICS font.


	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.

INTRODUCTION:

This position is located in an Air National Guard Combat Communications Squadron that provides tactical communications support to deployed military units. It ensures that the squadron meets all wartime combat readiness standards, and provides guidance and direction to the squadron through planning, coordinating, and directing a variety of functions including information management, telecommunications networks, help desks, communication networks (voice and data), plans and programs, local computer program development, computer systems operations, radio and computer maintenance, logistics plans, supply, quality assurance, human resources development and management, and maintenance control.  Through subordinate supervisors, the incumbent directs and supervises staff functions affecting very complex telecommunications systems composed of a wide variety of high cost, sophisticated equipment, and is responsible for all technical support and maintenance activities to include computer and telephone technical support, radio maintenance, secure communications maintenance, and support equipment maintenance. The position is responsible for environmental, safety and physical security programs.

This position requires military membership.  It is designated For National Guard Officer Incumbency Only. The incumbent provides supervision, subordinate guidance and leadership to all employees. The incumbent performs long-term planning and organizational development necessary to accomplish information technology and telecommunications functions for programs essential to state Air National Guard daily operations, training, and readiness missions.  The position fosters an environment conducive to teaming among service providers and customers to meet state Air National Guard requirements.

b.  DUTIES AND RESPONSIBILITIES:

(1)  Determines unit goals that are the foundation for long and short range planning and execution of all unit programs. Provides a focus for all unit functions and activities. 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, area demographics, radio frequency spectrum, and tactical training location availability.

(2)  Oversees the accomplishment of the mission training program. Ensures squadron unit type code (UTC) training meets requirements and achieves combat readiness objectives. Makes critical judgments and on-the-spot decisions regarding the safety of personnel deployed to tactical environments.

(3)  Ensures the availability of mission capable tactical communications-electronics UTCs to meet training and US Air Force contingency requirements. Monitors adequacy of maintenance and repair actions/procedures and components. Assures timely identification of potential system wide telecommunications electronics equipment deficiencies and notification of concerned agencies.

(4)  Directs the formulation, presentation, justification and execution of an allocated multimillion-dollar budget involving both federal and state funds.  Ensures supply inventories are kept at proper levels; stock fund authorization will support unit activity level; and logistics plans meet mobilization/mobility requirements and support war plans. Ensures the propriety, accuracy and timeliness of procurement and payroll activities.

(5)  Initiates the development and implementation of a variety of federal, state and local programs to ensure mission effectiveness including a hazard abatement program; a fraud, waste and abuse program; a health and fitness program; a public affairs program; and a disaster response actions program.

(6)   Directs and supervises staff functions affecting very complex telecommunications systems composed of a wide variety of high cost, sophisticated equipment, and is responsible for all technical support and maintenance activities to include computer and telephone technical support, radio maintenance, secure communications maintenance, and support equipment maintenance. Is responsible for environmental, safety and physical security programs. Directs, manages and supervises, directly and through subordinate supervisors,  approximately 21 positions;  eight of these are GS-11 non-supervisory positions, which grade constitutes the base level of work.  Maintains military and full-time strength through recruiting and retention programs. Ensures the Equal Employment Opportunity Program is effective. Implements Federal and state military and civilian merit promotion, position classification, incentive awards, and suggestion programs. Works with union stewards and other union representatives in achieving mutually agreeable results.  Establishes channels of communication within the unit to keep personnel informed and to provide feedback. Ensures training for all aspects of assigned tasks, and maintains an effective leadership/career development program. Ensures disciplinary measures are taken when necessary.

(7)  Maintains liaison with national, state, and local governmental agencies such as law enforcement, disaster relief, airport management and others on matters of operational and environmental safety, protection of resources and other issues of possible unit impact. Coordinates with the National Guard Bureau (NGB), major commands, and other operating agencies to determine if existing operational capabilities are compatible with Air Force joint operational and national agency requirements.  

(8)  Coordinates training requirements and plans for the squadron.  Discusses appropriate Command and Control issues and ensures that participating units understand organizational relationships and priorities. Maintains a close, functional working relationship with participating units. 

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

(10)  Ensures proper and adequate security and safeguarding of property, tactical telecommunications-electronics equipment, weapons and ammunition, resources, and people. Develops the Resource Protection Plan that identifies high value/risk assets, evaluates potential threats, and sets levels of protection.  Ensures classified documents and equipment are accounted for, controlled, stored and safeguarded.

(11)  Maintains mission readiness 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 program are maintained.

(12)  Ensures implementation of a functional station information systems plan to provide for equipment data security, communications, data processing, and computer services.

(13)  Responsible for the Environmental Protection Program. Ensures all applicable environmental laws and rules are complied with. Coordinates with appropriate agencies for required permits. Coordinates Environmental Compliance Assessment (ECAMP) visits with NGB.

(14)  Performs other related duties as assigned.

Factor 1. Program Scope and Effect
FL 1-2
350 points

Directs an organization of technical and administrative specialists, systems analysts, and supervisors.  The information technology and telecommunications programs and work directed typically cover a tactical Air National Guard Combat Communications Squadron co-located with a flying wing or as a geographically separated unit (GSU). The incumbent is responsible for all aspects of the mission usage of information technology, telecommunications operations and support activities.  Assesses and ensures compliance, supportability and planning for a wide variety of programs and operations including but not limited to radio and computer maintenance, logistics plans, supply, quality assurance, human resources development and management, maintenance control, information management, telecommunications, communication networks (voice and data), plans and programs,  and computer systems operations. Efforts are complex and involve technical work in development and assessment of information technology and telecommunication systems. The work of the squadron has significant impact on the mission effectiveness and capability of supported organizations under wartime conditions, when activated.  

Factor 2. Organizational Setting
FL 2-2
250 Points

Incumbent normally functions under the general supervision of a Wing Commander or the Chief of Staff, ANG State Headquarters (formerly the Executive Support Staff Officer. Due to the unique command structure of the Air National Guard, the incumbent is expected to exercise independent leadership and decision-making. He/she applies pertinent directives to local use for proper accomplishment of assigned responsibilities, and exercises initiative and sound judgment in making managerial decisions and displaying leadership ability to ensure mission accomplishment.

Factor 3. Supervisory and Managerial Authority Exercised
FL 3-3b
775 Points

Determines goals and objectives for the organization.  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 supervisors, and subordinate employees on both general policy and administrative matters.  Consults with subordinate supervisors, and training specialists 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 supervisors 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 that efficient position management is practiced and that position descriptions of subordinates are accurate.

Factor 4. Personal Contacts

Subfactor 4A - Nature of Contacts
FL 4A-3
75 points

Frequent are contacts with high ranking military or civilian managers, supervisors, and technical staff at bureau and major organization levels of the agency; with agency headquarters administrative support staff; or with comparable personnel in other Federal agencies. Contacts include planned and unplanned meetings and conferences.

Subfactor 4B - Purpose of Contacts
FL 4B-3
100 Points

The purpose of contacts in this position is to justify, defend, or negotiate a position or point of view, by representing the organization directed, in obtaining or committing resources, and in gaining compliance with established policies, regulations, or contracts. Contacts at this level usually involve active participation in conferences, meetings, or presentations involving problems or issues of considerable consequence or importance to the Combat Communications community.

Factor 5. Difficulty of Typical Work Directed
FL 5-6
800 points

The basic non-supervisory work most typical of the Combat Communications Squadron that is directed by this position equates to the GS-11 grade level. 

Factor 6. Other Conditions
FL 6-5c
1225 points

The work of the incumbent’s position matches level 6-5c, which involves managing work through subordinate supervisors who each direct substantial workloads comparable to the GS-11 grade level

C. OTHER SIGNIFICANT FACTS:

Incumbent may be required to prepare for and support the mission through the accomplishment of duties pertaining to military training, military readiness, force protection and other mission related assignments including, but not limited to, training of traditional Guard members, CWDE/NBC training, exercise participation (ORE/ORI/UCI/MEI/OCI/IG, etc.), mobility exercise participation, FSTA/ATSO exercise participation, SABC training, LOAC training, weapons qualification training, participation in military formations, and medical mobility processing within the guidelines of NGB/ARNG/ANG/State/TAG rules, regulations and laws.  These tasks have no impact on the classification of this position and should NOT be addressed in any technician’s performance standards.

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

Must be certified IAW DoD 8570.01-M, Federal Information Security Management Act of 2002, Clinger Cohen Act of 1996, and obtain Experience Set C0J, Information Assurance – Management Level II (IAM II), IAW current AF directives.

EVALUATION STATEMENT

A.  Title, Series and Grade: Supervisory Information Technology Specialist, SUPV IT Specialist (PLCYPLN), GS-2210-13

B.  References:  

USOPM General Schedule Supervisory Guide, June 1998.

OPM Job Family PCS for Administrative Work in the Information Technology Group, GS-2200, Information Technology Management, GS-2210, dated May 2001.

C.  Background:  This position description identifies new and significantly changed duties and responsibilities associated with ANG Combat Communications Squadrons.  Further, it identifies duties associated with a new Office of Personnel Management Job Family Standard for Information Technology, GS-2210.  This PD is used in those cases where a GS-11 base level can be  supported, and the incumbent provides technical and administrative supervision to GS-12 subordinate supervisors.

When this position was established care was taken during to writing to ensure it would accommodate future technological changes.  This position was reviewed as part of a cyclic review of all positions in the Combat Communications Squadrons.  The changes that have occurred over the past few years were minor in nature, only requiring pen-and-ink changes to the existing PD.  These changes have no impact on the final classification.  The position title was changed to reflect the 2006 DoD guidance for consistent titling of Information Technology Specialist position throughout DoD.  Pen-and-ink changes evaluated and approved by Debra J. Spilman, Human Resources Specialist (Classification), NGB-J1-TN-C.
D.  Series, Title, and Grade Determination:

1.  Series:  The primary purpose of this position is to provide leadership and administrative control over personnel responsible for oversight of information technology support services and telecommunications functions in the squadron. The work involves analytical and evaluative duties associated with information technology networks and personnel management. This work matches that found in the GS-2210 standard which covers work that manages, supervises, leads, administers, develops, delivers, and supports information technology (IT) systems and services.

2.  Title:  Supervisory Information Technology Specialist is the title for supervisory positions as prescribed in the GS-2210 occupational series and the General Schedule Supervisory Guide.  The basic title for positions classified to the GS-2210 series is Information Technology Specialist or IT Specialist.  DoD guidance published in 2006 directs the use of the title IT Specialist.  The work supervised falls within the Policy and Plans specialty area within the Information Technology occupation.  The DoD guidance authorized the following shortened version of PLCYPLN for the parenthetical title associated with the Policy and Plans specialty area.  Thus a parenthetical title of “PLCYPLN” is added to the basic title.  

The position performs the minimum first level supervisory requirements contained in Reference B.3. to be classified as a supervisory position.  In accordance with the titling instructions in Reference B.3., the word “Supervisory” should be used as a prefix to the appropriate occupational title.  The DoD guidance directs the use of “SUPV” in place of “Supervisory” for positions classified as supervisory.

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

3.  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:  Supervisory Information Technology Specialist, SUPV IT Specialist (PLCYPLN), GS-2210-13.

Classifier: A. J. Liepnieks, NGB-HR-CA
Date:  31 Jul 02
Pen-and-Ink changes made and approved by Debra J. Spilman, NGB-J1-TN-C.
GENERAL SCHEDULE SUPERVISOR
POSITION EVALUATION STATEMENT

	FACTOR
	LEVEL
	POINTS
	REMARKS

	1. PROGRAM SCOPE AND EFFECT


	1-2
	350
	This factor does not reach Factor Level 1-3.  The position is responsible for providing complex technical services to an organization, but, it is not at the level that equates to directly affecting a large complex multi-mission military installation.

	2. ORGANIZATIONAL SETTING
	2-2
	250
	The position reports to a position one level below the Adjutant General of the state.

	3. SUPVY & MANAGERIAL AUTHORITY


	3-3b
	775
	This is a second level supervisory position with subordinate GS-12 supervisor and leader. The position meets Level 3-2c, and identifiers 1-3, 5-8, 10-11, and 13-15 of Level 3-3b.

	4. CONTACTS


A.  NATURE 
	4-a3


	75
	The scope of the mission is state, multi-state, and national in nature.  Contacts are with leaders and decision makers in these areas.  They would include congressional level contacts.

	
B.  PURPOSE


	4-b3
	100
	Purpose of contacts includes negotiation, coordination, presentation, discussion, justification, and participation at these levels.

	5. DIFFICULTY


(BASE WORK)


	5-6
	800
	At 100% fill, the Combat Communications Squadron has 21 positions that are subordinate to this position.  Eight of these are GS-11 non-supervisory positions.

	6. OTHER CONDITIONS


	6-5c
	1225
	This level assumes at least two first level supervisors who each direct substantial workloads comparable to the GS-11 level. 

	Adjustment Provision
	Y or N


	N


	

	TOTAL POINTS ASSIGNED:


	3575
	     GRADE:  13


FINAL CLASSIFICATION:  Supervisory Information Technology Specialist, SUPV IT Specialist (PLCYPLN), GS-2210-13

Classifier: A. J. Liepnieks, NGB-HR-CA
Date:  31 Jul 02

Pen-and-Ink changes made and approved by Debra J. Spilman, NGB-J1-TN-C.
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