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:  
[image: image2.wmf]CPFfunctional.doc


INFORMATION RECEIVED FROM BENEFITS AND ENTITLEMENTS SERVICING TEAM (BEST), AFPC:

AFPC is pleased to announce they are enhancing the BEST telephone automated > system in early June 00 to better serve our customers.  Now, if employees > have forgotten their PIN, the system will give them an opportunity to > establish a new PIN without the assistance of a counselor.  Upon entering > the system, it will ask them to press 1 to enter their Social Security > Number (SSN) and PIN, or press 2 if they have forgotten their PIN.  If > they know their PIN, they will press 1 and continue as normal.  If they > have forgotten their PIN, they will press 2 and input the following > information, which can be obtained from their Leave and Earnings Statement > (LES):  their social security number, date of birth, service computation > date for leave, civilian pay plan, grade, and step. 

On 7 Jun 00 AFPC forwarded a copy of the employee letter (copy in attached document) regarding changes > to the Personal Identification Number (PIN) process in the automated phone > system to be effected in early June.  The enhancement allows employees who > have forgotten their PIN, to establish a new PIN without the assistance of > a counselor by entering some personal data.  Unfortunately, AFPC has encountered some problems and is working with the contractor to resolve the problems.  As of this date, there is not a projected release date. 

> 
We will notify you when the new PIN Module is loaded to the automated > telephone system.    

> 
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LEAVE SCHEDULING:  As a reminder - Leave schedules should be established in writing by 15 February of each year and reverified not later than 30 August. This should ensure that all employees are given a reasonable opportunity for vacation and to use any leave they would otherwise forfeit at the end of the leave year (13 January 2001).

EDUCATION FAIR.  THE BASE EDUCATION OFFICE IN COOPERATION WITH MANY LOCAL COLLEGES AND UNIVERSITIES WILL HOST AN EDUCATION FAIR ON 14 JUL 00 IN FRONT OF THE PETERSON AFB EXCHANGE FROM 1100 - 1400.  THIS WILL BE AN OPPORTUNITY TO GET INFORMATION FROM A WIDE VARIETY OF SCHOOLS CONCERNING THEIR EDUCATION PROGRAMS.  THE FOLLOWING ARE A FEW OF THE SCHOOLS THAT HAVE BEEN INVITED:

COLORADO CHRISTIAN UNIVERSITY

COLORADO TECHNICAL UNIVERSITY

EMBRY-RIDDLE AERONAUTICAL UNIVERSITY

PIKES PEAK COMMUNITY COLLEGE

REGIS UNIVERSITY

TROY STATE UNIVERSITY

UNIVERSITY OF COLORADO,  COLORADO SPRINGS

UNIVERSITY OF PHOENIX

UNIVERSITY OF SOUTHERN COLORADO

WEBSTER UNIVERSITY

Education & Human Resources Flight (DPH) Most Efficient Organization (MEO) Implementation

Space Command leads the way in the A-76 process.  Education and Training functions were compared to a contractor’s bid with the Government winning the bid.  The Education Services Officer for the 21st Mission Support Squadron oversees the new flight which stood up on 1 April 2000. Government civilian employees have been assigned to Education Services, Base Training, Record Section (UPRGs), Formal Training, Military Testing, Awards and Decorations (both Military and Civilian) as well as Civilian Training. 

The following telephone numbers may be helpful in trying to contact people within the flight on specific issues:

	Flight Chief
	6-7494

	Education Office
	6-4064

	DPH Supervisor
	6-9218

	Base Training
	6-9225 or 6-9128

	Formal Training
	6-6414

	Civilian Training
	6-7524

	Awards / Decorations
	6-7184 or 6-9220

	Military Records
	6-9217 or 6-6218

	Military Testing
	6-4048
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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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