	POSITION DESCRIPTION
	1. Agency PDCN  90093000

	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 80313000 Transportation Assistant, GS-2102-07
	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

 enl

	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

	
	  Aviation Resource Management Specialist
	GS
	2101
	09
	rrh
	29 Nov 04

	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     - Air National Guard Aviation Wing
	 c. Third Subdivision  - Air Operations Division
 d. Fourth Subdivision – Operations Support Branch
 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
 US OPM Handbook of Occupational Groups and Families for series definition of, GS-2101, Transportation Specialist Series, dated Aug. 2002, US OPM PCS for Motor Carrier Safety Series, GS-2123, dated Oct. 1980.

	    Typed Name and Title of Official Taking Action
	     

	    Rena R. Hunt
    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 Nov 04
	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 04-1022, dated 29 Nov 04.


	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 Air Operations Division of an Air National Guard Aviation Wing.  It’s purpose is to: plan, implement, and control all operational administrative aspects of aircrew resource management, aircrew training, aircrew incentive pay, various Air Force forms, Aviation Resource Management System (ARMS) control, ARMS interfaces, operational reports, technical guidance, and training of assigned aviation resource management personnel.  This is accomplished through the: interpreting and administering of laws and regulations; directing, controlling, and monitoring the resource and training requirements of assigned rated and non rated aircrew for mission accomplishment and safety of flight; and serving as the overall ARMS database manager, analyst, and administrator for the Wing.  As required, the position periodically performs Flight Services Specialist duties. 

b.  DUTIES AND RESPONSIBILITES

(1) Interprets and administers laws and regulations regarding incentive pay and has sole approving authority to determine eligibility and entitlement to Aircrew Incentive Pay (ACIP), Career Enlisted Force Incentive Pay (CEFIP), and Hazardous Duty Incentive Pay (HDIP, (parachutist duty)) on all aviation related duties for personnel assigned to the Air National Guard unit.  Determines eligibility and prepares Military Pay Orders authorizing awarding or recoupment of incentive pay actions based on Department of Defense regulations, Air Force Instructions and all governing laws.  Develops validation processes to determine if assigned aircrew members meet incentive pay requirements in accordance with (IAW) various Department of Defense (DoD) and Air Force (AF) Regulations; reconciles ARMS records by comparing against documentation from Finance and Maintenance Operations Control; and ensures incentive pay entitlements are processed and reviewed and reconciled IAW established public laws.  Advises aircrew members when pay entitlements change.  Provides accurate and timely historical incentive pay records to the Air Force Audit Agency and Federal Aviation Authority (FAA) upon official request.

(2) Controls, and monitors the resource and training requirements of assigned rated and non-rated aircrew for mission accomplishment and safety of flight.  Receives direction and coordinates aircrew management changes, suspension/disqualification actions, and changes in Flying Status Codes (FSC).  Researches, validates, and interprets Air Force Instruction (AFI) Mission Design Series (MDS) specific medical and physiological requirements and flying and ground training requirements; and compares with higher headquarters mission training requirements to create the ARMS training table.  Translates these requirements into aircrew training tables, profiles, reports, etc., and utilizes products to provide information to aircrew, senior leadership, training coordinators, commanders, and outside sources to include Numbered Air Force (NAF), Major Commands (MAJCOM), and Headquarters (HQ) U.S. Air Force (USAF) to show training requirements, overall training objectives, and accomplishments.  Manages Wing Flying Hour Program by developing procedures for accurate and timely processing of flying hours and verifies accuracy with Logistics Group personnel to determine inventories of assigned, projected, available, and actual expenditure of hours.  Develops and provides information and reports to reflect training accomplishments, pending training requirements, cost for flying hours expended and how this impacts year end goals for training and flying hours budget.  Develops and executes procedures or checklists for in processing, out processing, auditing and self-inspections of flight record folders for all aviators to include written go-no-go procedures, pre-mission, and post-mission review; recording aircrew and aircraft flying hour data; and determining aviation service action for attached and assigned flying personnel as it directly affects mission accomplishment and safety of flight.  Reviews a variety of documentation and ensures aviation personnel are assigned to the proper Aviation Position Indicator and verifies these indicators are mirrored on several Unit Manning Documents (UMD) including State Headquarters, Fighter Wing, Medical Squadron, Operations Group and Fighter Squadron.  Authenticates and publishes aeronautical orders to start, suspend, disqualify or terminate aircrew member’s requirement to perform operational flying or jump duties and awards aeronautical ratings, aviation badges; and assigns the appropriate aircraft Mission Design Series.  Develops database queries to assist in identification of suspense actions or actions requested by senior leadership to include promotion boards, disciplinary boards, or commander specific requirements.  Determines eligibility for aeronautical ratings in accordance with several Department of Defense guidelines and instructions.  Determines the requirements to build Flight Evaluation, and Career Enlisted Aviator Aircrew Evaluation Board packages for higher headquarters coordination and approval.  Develops and maintains procedures with outside agencies (i.e. FAA, Office of Special Investigation (OSI), etc.) to validate that aircrew medical requirements are in compliance and accomplished in accordance with appropriate Air Force Instruction.  Provides individual aircrew aviation service and historical data to requesting civilian and federal agencies for several purposes to include aircraft accident investigations and the intent to hire purposes under FAA guidelines and according to the Pilot Records Improvement Act of 1996.  Writes and revises several independent local operating instructions including Aircraft Accident Procedures.  Coordinates matters with NGB, HQ MAJCOM, and service organizations staff personnel to obtain clarification or recommend changes to instructions and procedures.  Serves as the wing focal point for aviation service actions for upward reporting. 

(3) Develops and implements unique applications programs using base-level computers to meet the specific needs of the unit.  Designs, develops, and modifies reports using System Query Language (SQL), locally developed computer programs, or ad hoc queries to provide management with data retrieved through selective manipulation of the database.  Analyzes management report products to determine program adequacy and accuracy, negative trends, and initiates corrective actions.  Performs the testing, and evaluation of new ARMS patches, updates, or releases and performs the installation of ARMS on computers for new users or on replacement equipment.  Communicates with Air Force Major Command points of contact regarding ARMS updates for problems or desired changes to system and to ensure ANG use of the ARMS program is compatible with the AF standards, i.e., aviation objectives, policies, plans, and concepts.  Ensures that use of additional software products meet requirements for interfacing with Personnel, Finance, Medical, Maintenance, and Airfield Management as well as ARMS; are consistent with the management of the ARMS system; and cost effective for the intended use.  Trouble shoots and recognizes system related problems, their possible causes, and repairs or requests system repairs to the proper authority or DoD agencies.  Performs system hardware and software upgrades when required for ARMS data systems to ensure all users maintain minimum requirements.  Establishes or modifies local operation procedures for providing data automation support through coordination with host Information Processing Center (IPC) and various users.  Maintains, controls, and assigns security levels to users to ensure security of the database.  Ensures all Standard Systems Group modifications and changes are implemented into ARMS in compliance with the base-level ANG requirements.  Coordinates with the ARMS Working Group (AWG) and communications personnel to keep the system in compliance with AF standards and requirements.  Maintains liaison with Local Area Network managers to ensure the proper use of computer systems.  Writes and submits data automation enhancement, system maintenance, and deficiency reports to appropriate organization or agency.  Reviews governing directives, policies, instructions, manuals, system databases, file structures and outside sources to analyze and resolve various system problems and develop processes to implement and verify aviation service eligibility.

(4) Performs Flight Services Specialist work within the Air Operations Division which is responsible for coordinating and maintaining liaisons with military, federal, and local agencies concerning airspace utilization, flying operations, aircraft emergencies, search and rescue operations, and natural disasters.   Works independently to provide aircrews with information and assistance for planning and conducting safe flight operations.  Provides preflight briefings to military and civilian aircrews, reviews and evaluates proposed flight plans for technical accuracy and compliance with USAF, FAA, DoD and International Civil Aviation Organization directives, provides flight following as required on all flight plans and briefs Notices to Airmen (NOTAMS) as required prior to flight.  Communicates with in-flight aircrew through use of UHF/VHF communications, to provide information regarding flight plans, clearances, advisories on local, en-route, and destination airfield conditions.  Coordinates and schedules use of special military airspace including air refueling areas, military operating areas, and landing and drop zones.  Maintains, issues, and destroys classified and COMSEC material for unit and transient aircraft.  Coordinates and performs foreign object debris inspections on taxiing and parking areas.  As required, activates secondary crash phone network for aircraft accidents, and in-flight/ground emergencies. 

(5) Performs other duties as assigned.

c.  FACTOR DISCUSSION:

Factor1. Knowledge Required by the Position

--Broad knowledge of various aviation management programs, policies, requirements, and objectives to: determine eligibility and entitlement to incentive pay; publish aeronautical and military pay orders; review information received from finance, medical, personnel, and maintenance for use in the review and auditing of flight records to include: correct and current aeronautical orders, military pay orders, medical and physiological requirements, training requirements, flying hours, and Aviation Position Indicators.

--Applies knowledge of aviation resource management principles, programs, policies, and practices, and skill in interpreting and explaining the law and regulations relating to all facets of administering the incentive pay programs (ACIP, CEFIP, & HDIP).

--Applies knowledge of and skill in flight management principles and methods, to include management of the flying hour management program in order to provide documentation and reports to assist in the Wing’s effective use of the annual flying hour allocation.

--Applies knowledge of software programs, i.e., Aviation Resource Management System, Oracle Browser, and various ad-hoc programs, to create or revise various reports, tables, or products to aid management in the development of policies, procedures, and strategies for an effective aviation program.  Includes knowledge on installation of program updates, patches, or releases; interface requirements for use of ad hoc programs; how to troubleshoot system difficulties; and to repair or request system repairs. 

--Skill in evaluating the effectiveness of the program managed and in developing strategies for necessary improvements.

--Ability to anticipate issues of potential sensitivity that arise during the administration of the Aviation Resource Management system.

Factor 2. Supervisory Controls 

The employee works under the administrative supervision of the Flight Services Manager.  In consultation with the supervisor, the employee independently plans, sets, and carries out the overall objectives of this position, having responsibility to ensure aircrew resource and training requirements are met and technical guidance on appropriate systems is maintained in accordance with applicable laws and regulations.  The employee advises senior leadership and recommends solutions on any unusual conditions or anomalies and general administrative matters that can hinder mission accomplishment or safety of flight.  The employee plans and develops schedules and coordinates with other units on work to be accomplished and is responsible for developing policy, planning, and designing specific aircrew training programs and projects requested by senior leadership or other agencies.  Work can be reviewed by outside agencies, i.e., Air Force Audit Agency, for conformance with laws, regulations, and flight safety.  The reviews are results oriented and the responsibility to meet these requirements lies with the employee. 

Factor 3. Guidelines

Guidelines exist in the form of U.S. Code, DoD Financial Management Regulation, AF Instructions, and ANG Instructions.  These are not always applicable or do not cover the specific situation and so judgment is used to determine which of the guidelines apply and what adaptations need to be made for use in the specific situation.  As a result of the experience gained in the situation, changes to the guidelines may be recommended to improve the work program.

Factor 4. Complexity

The work involves gathering information, identifying and analyzing issues, and developing recommendations to resolve the full range of operations resource issues.  Work often has incomplete or inaccurate information and requires the employee to develop the facts for the situation, and the problems to be identified and resolved vary with each situation.  Decisions regarding what needs to be done depends upon the analysis of the subject, phase, or issues involved in each situation and the chosen course of action may have to be selected from several alternatives.  The work has impact on the operations and training function and on the effectiveness and efficiency of the wing’s flying operations.

Factor 5. Scope and Effect    

The work involves resolving a variety of problems associated with training, wing flying hours, incentive pay, and flight records of the ARMS program within the Operations Support Branch.  The work requires expertise in the application of established and accepted techniques that impact the careers of aircrew, and their ability to carry out the flying missions.  Findings and recommended solutions have an impact on operations resource activities.  Work contributes to ensuring the currency of training requirements that contribute to determining or resolving safety of flight issues as well as ensuring all requirements are met for incentive pay programs managed.

Factor 6. Personal Contacts 

Personal contacts are with employees within the wing serviced and include officer and enlisted crewmembers, as well as human resources, finance, medical, maintenance operations control, and communications and computer staff.  Contacts are also made outside the agency and include Headquarters Air Force, Air Force Audit Agency, HQ Standard Systems Group at Gunter-Annex Maxwell AFB, affected MAJCOMS, Federal Aviation Administration, and Air Force Office of Special Investigations.

Factor 7. Purpose of Contacts    
Purpose of the contact is to provide advice and assistance on program related issues and concerns; and to plan and coordinate on work efforts or to resolve operations problems by coordinating with individuals or groups who are working toward mutual goals and who have basically cooperative attitudes.

Factor 8. Physical Demands    

Work is sedentary and employee may sit comfortably to do the work, but it may involve some walking, standing, bending, or carrying of light items such as papers, books, or computer associated parts or software.

Factor 9. Work Environment 

Work is typically performed in an office environment that involves everyday risks or discomforts that require normal safety precautions.  The area is adequately lighted heated, and ventilated.

 EVALUATION STATEMENT

A.  Title, Series and Grade:  Aviation Resource Management Specialist, GS-2101-09

B.  References:  

1.  US OPM Handbook of Occupational Groups and Families for series definition of, GS-2101, Transportation Specialist Series, dated Aug. 2002.

2.  US OPM PCS for Motor Carrier Safety Series, GS-2123, dated Oct. 1980.

3.  US OPM Introduction to the Position Classification Standards, dated Aug. 1991.

C.  Background:  There have been changes in the Aviation Resource Management career field that have affected both Air Force and Air Reserve Component (includes the Air National Guard) and the Position Description was re-written to reflect these changes.

D.  Pay Plan, Series, Title, and Grade Determination:

1. Pay Plan:  The work performed in the position is of an Administrative nature, which is determined by Ref. B #3 to be work covered by the General Schedule pay plan.

2.  Series:  The primary purpose of this position is to: plan, implement, and control all operational aspects of officer and enlisted aircrew resource management, training, incentive pay, and associated forms along with the management of the ARMS system, the system interfaces, and training of personnel who use this system.  This position deals with actually monitoring and documenting training requirements for the different crewmembers and their specialty (i.e., aircrew or parachutist) to track currency requirements, which directly impact safety of flight.  There is not a standard that deals with this type of work, but the series definition for GS-2101, Transportation Specialist series covers all administrative positions the duties of which are to advise on, supervise, or perform work that involves two or more specialized transportation functions or other transportation work not specifically included in other series of this group.  Since the type of work performed is not covered in a particular standard and the work in this position involves duties, which monitor and track flying hours, medical and training requirements, which further impacts safety of flight issues.  Safety of flight is a concern since it affects not only the flying mission of the wing but also the commercial/civilian air space that the crewmember will be operating in. As a result, the GS-2101 series is the most appropriate and is selected for this position.

3.  Title:  Since there is not a specific standard for this position to dictate a title, ref. B #3 directs that: “Agencies may designate the official title of a position in occupational series for which OPM has not prescribed titles; i.e. those not specifically covered by classification standards”.  On nonsupervisory positions the title is to communicate an immediate understanding and identification of the job; and be short, meaningful, and descriptive of the work performed.  The title selected for this position is descriptive of the management of aviation resources.  Specialist is added, as this position requires the specialized knowledge of the Aviation Resource Management System software program.  The constructed title for this position is: Aviation Resource Management Specialist.

4.  Grade:  As already discussed, there is not a specific series that applies to this position and the series definition does not have any grading criteria, so an appropriate series must be selected that is similar to the type of work performed and level of difficulty and responsibility.  The Motor Carrier Safety Series, GS-2123, (ref. #2) was selected as it deals with enforcing compliance of commercial motor carriers with the safe operation of motor vehicles on public roadways.  This position is concerned with enlisted and officer aircrew being current on all military training requirements that impact safety of flight issues and so deal with the safe performance of their specialty and/or operation of the assigned aircraft.  The grade is shown and discussed in the attached Factor Evaluation Statement (FES) position evaluation statement and the grade is GS-09.

E.  Conclusion:  Aviation Resource Management Specialist, GS-2101-09

Classifier: Rena R. Hunt, NGB-J1-TNC
Date:  29 Nov 04

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
	2-4
	450
	       “                  “

	3.  Guidelines
	3-3
	275
	       “                  “

	4.  Complexity
	4-3
	150
	       “                  “

	5.  Scope And Effect
	5-3
	150
	       “                  “

	6.  Personal Contacts
	6-2
	25
	       “                  “

	7. Purpose Of Contacts
	7-2
	50
	       “                  “

	8.  Physical Demands
	8-1
	5
	       “                  “

	9.  Work Environment
	9-1
	5
	       “                  “

	TOTAL POINTS ASSIGNED:
	2060
	      GRADE:  GS-09


Factor 1 - Knowledge Required by the Position:
FL 1-6   950 points

This position meets level 1-6 which requires: knowledge of general principles, methodology, purposes, and legal requirements of the Federal motor safety program; skill in applying this knowledge to plan and perform a variety of compliance assignments; practical knowledge of body of laws, regulations, policies, and procedures; skill to interpret, explain, and otherwise apply this knowledge to a variety of problems; practical knowledge of conventional fact finding, problem solving, or investigative techniques to develop, critically analyze, and evaluate facts relative to an inspection, investigation, or other project; to identify key elements of the problem under study; to recognize and resolve irregularities in the data collected to analyze facts to draw reasonable conclusions as to the nature and seriousness of the problem; and to take or recommend action soundly supported by the case documentation or other research.  The incumbent of this position has knowledge of the principles, methodology, and legal requirements of Aviation Resource as it affects; incentive pay, aeronautical orders, military pay orders, flight records, training requirements, etc.  The incumbent must have the knowledge to: read and interpret the regulations as they deal with these issues; must identify and analyze all of the facts associated with the problem; provide an explanation as to which regulations are not being complied with as a result of the problem; and what the resolution for the problem is in order to be in compliance.  The action taken or recommended by the incumbent is a result of analysis of all facts present, past precedence, and research with the various regulations in order to come up with a determination that is consistent with regulatory requirements.

The position does not meet level 1-7.  This level requires a comprehensive knowledge of the laws, regulations, precedent decisions, interpretations, and critical issues related to motor carrier safety and the federal compliance enforcement program; skill in applying this knowledge to a wide variety of difficult and complex work assignments aimed at promotion and enforcing motor carrier compliance with the law; broad knowledge of the business and operating practices and safety compliance problems of commercial motor carriers; understanding of interrelated social, economic, and other factors impacting on carrier compliance with the regulations.  This knowledge is applied in developing and implementing a comprehensive enforcement program in an assigned territory and developing practical solutions to the wide range of problems found; identifying and documenting serious safety hazards when information necessary to support effective action is scattered or hidden; persuading recalcitrant persons or companies to correct serious safety hazards and to comply voluntarily with the regulation; and or researching persistent or widespread safety or compliance issues and developing program recommendations to address the problems.  The illustrations describe that: 1.) the specialist at this level plans, schedules, and conducts complete investigations of alleged or suspected unsafe or illegal activity which is significant but difficult to substantiate because issues are unusual; facts or documentary evidence are hidden, fragmented, or falsified; or the witnesses are uncooperative, deceitful, or openly hostile. 2.) the specialist serves as the regional technical authority on all matters relating to the transportation and handling of hazardous materials.  The specialist is charged with revising, developing, and maintaining regional or agency procedural and technical handbooks for guidance of the agency’s field staff, and furnishing advice on their use and interpretation.  While the incumbent in this position has comprehensive knowledge of the laws and regulations of the Aviation Resource requirements, the incumbent is not routinely dealing with safety of flight issues where the actions are hidden, scattered, fragmented, or falsified; or dealing with recalcitrant, uncooperative persons not wanting to comply with the regulatory requirements and so have to be persuaded to meet the aviation resource requirements.  The incumbent does not have any responsibility outside of their base of assignment and so does not have regional authority which would imply having responsibility for more than one Wing.  Therefore the incumbent does not fully meet the requirements of this level and so cannot be credited with this level.  

Factor 2. Supervisory Controls 
FL 2-4   450 points
Level 2-4 is met by this position.  This level typically has full responsibility for involved ongoing special projects, a defined geographic area, or a specialized technical program area.  The specialist, in consultation with the supervisor and consistent with agency objective and resources available, determines what needs to be done, chooses an appropriate approach to unusual or particularly sensitive problems or policy issues, and establishes the deadlines and priorities of the work to be accomplished.  Based on thorough knowledge of the program, operations and general agency policy and objectives, and having developed expertise in applying compliance techniques, the specialist exercises judgment in planning and carrying out independently a wide range of assignments and in interpreting agency policy and regulations.  Completed work usually is considered technically sound, but is reviewed generally for it effectiveness and efficiency in promoting motor carrier safety and the program objectives for the area of responsibility.  Recommendations on controversial issues are reviewed in terms of their practicality and compatibility with agency program goals and policies.  The supervisor for the incumbent of this position has general knowledge about the duties and requirements of the position and has administrative supervision, and the incumbent does consult with the supervisor on resource requirements.  The incumbent independently plans work by determining what needs to be done, the approach to be made on the problems encountered, and the priorities and deadlines of the work to be accomplished.  The incumbent has the responsibility for the ARMS program for ensuring compliance with the laws and regulations that affect the program and is considered the technical expert within the wing when interpreting the regulations and in making determinations as to entitlement and eligibility qualifications.  The incumbents’ work is considered technically accurate and sound as it is expected to stand up to the scrutiny of outside agency review and must be effective in meeting the needs of the Operations Group Commander. 

The position does not meet level 2-5 where the supervisor provides only administrative direction in making assignments and the specialist independently plans, designs, organizes and carries out projects or studies, frequently as the agency’s technical expert.  The employee independently monitors and evaluates the effectiveness of the agency’s programs and develops new procedures, guidelines, or recommendations for policy changes to augment program effectiveness.  The incumbent of this position, while they do generally have only administrative oversight by the immediate supervisor, is not dealing with projects or studies that impact NGB issues nationally, nor are they a technical expert for NGB or monitoring the effectiveness of the ARMS program for NGB.

Factor 3. Guidelines 
FL 3-3   275 Points
The position meets level 3-3 where the guidelines are not always applicable or do not cover the extensive range of operating situations, problems, or issues with which the specialist is expected to deal effectively and efficiently in the course of inspection or investigation activities.  Considerable judgment is used by the specialist not only in determining which of the guidelines apply to specific problems or situations at hand, but also how they are to be applied for best results.  The specialist interprets, adapts, and improvises procedures to accommodate the wide variety of problems and situations encompassed by the total assignment.  The specialist, based on personal experience, may recommend changes to improve the effectiveness of the work process and program.  The incumbent of this position is working with U.S. Code, DoD Financial Management Regulation, and an extensive number of Air Force Instruction (AFI) manuals.  More than one AFI may address a particular subject but none of them may cover it completely and so judgment must be used to determine a course of action to resolve the problem at hand by interpreting and adapting the information from all of the instructions that are provided with the final results being compliance with the laws and regulatory requirements.  As a result of dealing with the problem or situation, the incumbent may provide recommendations to improve the information in the regulations or instructions.

The position does not meet level 3-4 where duties and responsibilities are covered only by broadly stated administrative policy and past precedents and are not adequate for dealing with particularly complex or unusual assignments.  This level specialist exercises considerable resourcefulness, initiative, and judgment based on experience to interpret available guidelines and to expand them to cover new situations or problems.  This level specialist is frequently recognized as one of the agency’s technical expert in a broad specialized area of the program and as such, develops technical bulletins, instructions, manual material, proposed new policies, and approaches to specific problems.  While the incumbent of this position has guidelines that do not always specifically address the problem, the guidelines are not broadly stated policy nor are they inadequate for dealing with the assignment.  The incumbent is not considered as a technical expert within the agency and is not tasked with writing instruction material, policies, or technical bulletins.

Factor 4. Complexity 
FL 4-3   150 Points
Level 4-3 is met by this position where assignments include complete vehicle inspections, compliance surveys, investigations, and technical assistance services aimed at promoting motor carrier compliance with applicable Federal safety regulations.  The specialist at this level is involved in planning and performing the full range of compliance activities, conventional fact-finding, investigating, and use of problem solving techniques to identify, document, and resolve varied safety and compliance problems.  Information about the situation is frequently inaccurate or incomplete and requires that the essential facts be developed during the course of the work.  The problems that are identified, documented and resolved vary from one assignment to the next.  Decisions on appropriate action depend on the type of inspection or investigation, the parts of the regulations applying in the case, the carrier’s past history of cooperation, and whether enforcement action is planned.  This level specialist considers a combination of facts, conditions, and circumstances which must be identified and analyzed; assesses the nature and seriousness of the problems; and selects the course of action most likely to result in an effective solution.  Assignments are characterized by: interrelated facts, one or a few related, relatively simple problems to be identified, documented, and resolved; discrepant information to be clarified; generally assessable facts; or a compliance problem predicated on ignorance of the law rather than hostility and willful disregard of such regulations.  The incumbent meets this level because they have full responsibility for the ARMS program and are responsible for the planning, accuracy, and management of the incentive pay, training requirements, flying hours allotted and used, and the review and accuracy of the officer and enlisted crewmembers records.  The incumbent develops the facts associated with the problem, determines what information is incorrect, identifies the problem, determines the best course for resolution and ensures compliance with all regulatory requirements.  Diversity in the type of work, i.e. dealing with incentive pay, training, requirements, aeronautical orders, to flight records, lends itself to diversity in the problems that are dealt with and the problems are not the result of willful abuse of the ARMS program.

Level 4-4 is not met by this position.  This level has broad responsibility for independently planning and carrying out a variety of compliance, enforcement, and safety promotion activities aimed at a wide range of safety and compliance problems.  These activities are usually linked to responsibility for developing and managing a program for a region, or for administering a comprehensive program for a smaller geographic area.  This level specialist uses similar fact-finding and problem solving techniques as level 4-3 but is dealing with much more serious problems where issues include: flagrant noncompliance, companies adept at frustrating compliance efforts, conflicting witness statements, or deliberately falsified records.  These factors complicate identifying issues, documenting facts, defining problems, reconstructing chain of events, or identifying responsible persons.  The incumbent of the position is not dealing with such flagrant violations or falsified records within the ARMS system and so does not meet this level.

Factor 5. Scope and Effect 
FL 5-3   150 Points
Level 5-3 is met by this position.  Work at this level is to promote and enforce motor carrier compliance with applicable federal regulations, usually in a defined geographic area.  Most problems encountered can be dealt with by using and adapting established methods and procedures.  Work directly affects not only the adequacy and effectiveness of the agency’s enforcement effort in the assigned area, but also the credibility of the nationwide compliance program.  The specialist’s decisions and recommendations can have serious adverse economic impact on individual drivers, shippers, or carriers found to be noncompliant.  In broadest terms, the work activity directly fosters a safer driving environment for the motoring public and lessening of property damage, injury, and loss of life due to accidents.  The incumbent of this position is responsible for managing the status of all crewmembers assigned to that aviation wing, that their training requirements are current, and if not, the need to go back to instructional training.  As an example, if a pilot is required to perform a specific number of night landings within a certain time period and this is not met, the pilot may then be required to perform this activity with an instructor pilot.  This has a very serious impact on the flying wing, crewmember, and likely the equipment (aircraft) to ensure that it is safe for that member to perform their assigned specialty.  The incumbent must also manage the Flying Hours program to show what hours have been allotted, what hours have been used, and what hours were not used and why, i.e. ground aborts due to mechanical failure, or weather problems.  Proper management of this information allows for all organizational elements (scheduling, training, maintenance, etc.) to coordinate with each other in order to successfully utilize the flying hours assigned and impacts the Wing for the number of hours that will be allocated in the following year.

The position does not meet level 5-4 where the specialist typically serves a large area as senior specialist or as a program manager or technical consultant in a complex specialty area.  Work at this level involves solutions of particularly difficult, widespread, or persistent safety and compliance problems or issues; evaluating the effectiveness of the various program activities; interpreting the more complex regulations for application to new or unusual situations; coordinating large-scale or one-of-a-kind enforcement projects; and leading in-depth investigations of unusually complex and controversial accidents.  The work performed concerns more than immediate day-to-day safety and enforcement issues and problems.  Determinations may impact major segments of the industry and provide precedents for future agency decisions and actions.  Information and recommendations developed are used by responsible agency management as a basis for revising procedures and methods, shifting program emphases and priorities, and developing new regulations and policies.  The incumbent’s work affects only the aviation wing to which assigned and so they do not have responsibility for a large area (more than one wing) and do not have impact on future agency decisions or actions.  The work deals more with day-to-day compliance of ARMS requirements and is not routinely dealing with unusually complex or controversial issues.

Factor 6. Personal Contacts  
FL 6-2   25 Points

The position meets level 6-2.  Contacts at this level are with employees in the immediate office and related units within the agency, members of the general public, State and local law enforcement personnel, and carrier officials and employees.  The Primary Standard in reference 3 also states that the contacts are generally established on a routine basis; are in a moderately structured setting; and the purpose of the contacts and role of each party may be unclear at first.  In this position, the incumbent has contact with the following from inside the agency: crewmembers, employees within the office, Finance, Personnel, Medical, Maintenance Operations, and NGB; and with outside agencies such as: the Air Force, appropriate Major Command (Air Combat Command or Air Mobility Command), or Federal Aviation Administration.  Contacts within the agency are on a routine basis as are some of the contacts for outside the agency.  Other contacts outside the agency may require that the role of each party, or reason for contact, be discovered during the contact.

Level 6-3 is not met by the position where contacts are primarily persons outside the employing agency with private sector employees/employers, trade associations, state and local law enforcement, and employees of other Federal Agencies.  The Primary Standard within Ref. #3 also identifies that these contacts outside the agency are not established on a routine basis and that the role and authority of each party must be identified and developed during the contact.  The incumbent of this position is dealing with their contacts more on a routine basis, i.e., they have established points of contact depending on the issue they are dealing with.  The incumbent does not, on a regular and recurring basis, make “cold” contacts with other agencies, where neither party knows the role or purpose of the other person.

Factor 7. Purpose of Contacts 
FL 7-2   50 Points
Level 7-2 is met by this position where the purpose of the contacts is to plan, coordinate, and/or conduct segments of inspections or investigations, and to resolve minor safety problems or misunderstandings regarding the work or procedures.  Contacts at this level are with individuals who are committed to the goals of the motor carrier safety program.  In this position, the incumbent is planning, coordinating, and working with the other organizations within the wing to ensure that all information within the ARMS system is up to date and accurate.  The incumbent provides information, reports, or recommendations to provide clear concise information on the subject requested or to resolve problems encountered.  The incumbent also provides information or assistance to those agencies requesting such, i.e. FAA, or AF Audit Agency.

Level 7-3 is not met by the position where the purpose of the contact involves persons who may be fearful, skeptical, grief-stricken, suspicious, uncooperative, or openly hostile, and requires the use of tact, persuasion, judgment and technical expertise to accomplish the purpose of the contact.  The incumbent in this position is not regularly contacting anyone who is fearful, skeptical, suspicious, uncooperative, or openly hostile, and they do not require any great use of persuasion or tact to convince the contact as to the course of action required when dealing with issues concerning the ARMS program.

Factor 8. Physical Demands 
FL 8-1   5 Points
The position meets level 8-1 where the work is primarily sedentary and requires no special physical attributes.  The incumbent works in an office setting where they may sit comfortably at a desk, but may be required to walk, stand, bend, or carry light items.

Factor 9. Work Environment
FL 9-1   5 Points
Level 9-1 is met by this position where the incumbent performs the work in an office setting that requires normal everyday safety procedures and is adequately lighted, heated, and ventilated.
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