PLEASE DISTRIBUTE IN YOUR ORGANIZATION “DOWN THE CHAIN” TO ENSURE WIDEST DISSEMINATION.  SOME OF THE ARTICLES ARE FOR SUPERVISORS, BOTH MILITARY AND CIVILIAN, SO PLEASE PASS TO YOUR SUPERVISOR. 
we encourage you to complete the attached customer service questionaire and return to our office (IF YOU INDICATE “YES” WE CAN CONTACT YOU ON THE FORM, PLEASE INCLUDE YOUR NAME AND PHONE NUMBER, AS THE ATTACHED ELECTRONIC FORM DOES NOT INDICATE WHO YOU ARE:  
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REMINDER…UPDATING CURRENT DUTY (DAYTIME) PHONE NUMBER:  We are each responsible for updating our duty (daytime) phone number.  The phone number is updated by calling the Benefits & Entitlements Servicing Team (BEST), 1-800-997-2378, and following the instructions on the Interactive Voice Response System (IVRS).  This number is VERY important to each one of us, as it prints on our career briefs, promotion briefs, etc. and is used by selecting supervisors if we are referred for a vacancy.  THIS IS THE WAY A SELECTING SUPERVISOR contacts us if we are on a referral certificate for a vacancy.  It is important to also remember, that if we change jobs, we need to update the phone number…it does not get updated automatically.    

The following training seminars will be conducted on the dates indicated.  To reserve a seat in any session, e-mail the point of contact identified with each training session.

Civilian Personnel Management Course (CPMC), 7-11 Aug 00.  This course is designed for military and civilian first-level supervisors of CIVILIAN employees.  Provides background information and an understanding of applicable personnel regulations needed to effectively SUPERVISE CIVILIAN EMPLOYEES.  In your e-mail requesting a seat, please identify the number of civilians you supervise.  Bldg 350, Civilian Personnel Training Room.   Candace.cuadra@peterson.af.mil
Military Personnel Management Course (MPMC), 17-18 Oct 00, 0800-1600.  This course is designed to provide first-level CIVILIAN supervisors the basic skills, knowledge, and abilities required to SUPERVISE MILITARY PERSONNEL.  Bldg 350, Civilian Personnel Training Room.   Theresa.dickson@peterson.af.mil
UPDATED CIVILIAN PERSONNEL “FUNCTIONAL” DIRECTORY:  
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Government Employees Hospital Association (GEHA) Representative On Site:  The GEHA representative, Ken Baca, will be in the Civilian Personnel Flight on 27 June, 0800-1000.  He will be here to answer any GEHA questions; any concerns or problems employees are having with GEHA are encouraged to raise issues with Mr. Baca.  Please e-mail Theresa.dickson@peterson.af.mil to set up an appointment with Mr. Baca. 

NOTIFICATION RECEIVED FROM HQ AFPC/DPC: AVAILABILITY OF PERMANENT CHANGE OF STATION (PCS) WEB SITE.  > The PCS Unit established this web site to improve customer service and > streamline the PCS process.  This is our first step to total automation of > the PCS process!!  The web site provides information regarding relocation > and services available in a one-stop location.  It includes electronic > versions of the PCS Guide, transportation agreement, and cost estimate > worksheets, which are required to process PCS orders.  Air Force policies > regarding Property Management Services, Temporary Quarters Subsistence > Expenses, Home Marketing Incentive Payments, and Maximum Relocation > Allowances are also available for review.  The web site links to other > sites such as the Joint Travel Regulation (JTR), DoD Relocation Services > Program, Defense Table of Official Distances, relocation links, Air Force > Crossroads, and the Personnel Management Information Support System > (PERMISS).  If you are thinking about > relocating in the future or just want to review the site, please go to > www.afpc.randolph.af.mil/dpc/pcs/pcs.htm.  

> 
_1032682237.doc
1.  Please check appropriate responses:  



 FORMCHECKBOX 
  Civilian
 FORMCHECKBOX 
  Active Duty



 FORMCHECKBOX 
  Appointment
 FORMCHECKBOX 
  Walk-in


2.  Where are you stationed?  




 FORMCHECKBOX 
  Peterson AFB
 FORMCHECKBOX 
  Schriever AFB



 FORMCHECKBOX 
  Cheyenne Mountain AFS
 FORMCHECKBOX 
  Fort Carson



 FORMCHECKBOX 
  US Air Force Academy
 FORMCHECKBOX 
  Other: ________________)


3.  Please check the appropriate box of the service and/or purpose of your visit below:



 FORMCHECKBOX 
 Position Classification
 FORMCHECKBOX 
 Job Information



 FORMCHECKBOX 
 Training
 FORMCHECKBOX 
 Labor Relations



 FORMCHECKBOX 
 Staffing/Recruitment
 FORMCHECKBOX 
 Performance Recognition



 FORMCHECKBOX 
 Benefits and Entitlements
 FORMCHECKBOX 
 Discipline and Conduct



 FORMCHECKBOX 
 Grievances and Appeals
 FORMCHECKBOX 
 Other (specify below)


4.  How would you rate the overall service provided to you by the Civilian Personnel Office (please circle appropriate response)?



Outstanding
Excellent
Good
Okay
Poor
Bad 



Timeliness
(
(
(
(
(
(

(Customer service counter)








Timeliness
(
(
(
(
(
(

(In meeting your needs)








Professionalism
(
(
(
(
(
(

Accuracy
(
(
(
(
(
(

Courtesy
(
(
(
(
(
(

Knowledge
(
(
(
(
(
(

5.  Of the categories you just rated in paragraph four, which 3 are of greatest importance to you?


Timeliness (Customer service counter) --------------------
(

Timeliness (In meeting your needs) -----------------------
(

Professionalism ----------------------------------------
(

Accuracy ------------------------------------------------
(

Courtesy ------------------------------------------------
(

Knowledge ---------------------------------------------
(

6.  Please rate the OVERALL service provided to you by the Civilian Personnel Office.



Outstanding
Excellent
Good
Okay
Poor
Bad 



(
(
(
(
(
(

7.  What are your expectations of the Civilian Personnel Office?


8.  From your perspective, is there anything we can do differently to improve our service or product?


9.  May we contact you to discuss your responses? 



(  YES  
(  NO


Name/Phone: ___________________________________ 


-FOR 21 MSS PERSONNEL ONLY-

Please answer applicable questions.


1.  Was the customer’s expectation reasonable?



( YES 
( NO


2.  Did we meet or exceed the customer’s expectation?



( YES 
( NO


3.  If NO, how did we affect or change their expectation?


4.  If there was a problem, was it resolved?



( YES 
( NO



a.
Who solved it (individual)?



b.
At what level (element, flight, squadron)?



c.  By what means (phone, in-person, e-mail, etc.)?


5.  Was the customer satisfied?



( YES 
( NO


Comments:


Customer Satisfaction Survey


21st Mission Support Squadron


Civilian Personnel Flight
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Mission Statement:  “Provide customer-oriented personnel, family and educational services to enhance the worldwide mission of the 21st and 50th Space Wings; 302d Airlift Wing; HQ AFSPC; USSPACECOM; NORAD; Schriever Air Force Base; Cheyenne Mountain Air Force Station and the entire Peterson Complex to include tenant units and over 26 geographically separated units.”


Vision Statement


A world-class team of professionals putting people first and setting the standard of excellence.


We are committed to continuously improve the quality of mission support services on Peterson Air Force Base.  Please help us assess and improve our services by completing this survey.  If you have immediate concerns, please call me at
556-4023.  If I am unavailable, your call will be directed to a member of my senior staff, so your concerns can be addressed immediately.   



VENETIA E. BROWN, Lt Col, USAF



Commander, 21st Mission Support Squadron


THANK YOU!

Please drop in Customer Service box or mail to:



21 MSS/DPC   STOP 1142



135 Dover Street, Suite 1055



Peterson AFB CO  80914-1142
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