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:  


[image: image1.wmf]Customer_Survey.do
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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.    

UPDATED CIVILIAN PERSONNEL “FUNCTIONAL” DIRECTORY:  
[image: image2.wmf]CPFfunctional.doc


EEO Training for Supervisors and Managers:  The EEO Office will explain the Federal Sector EEO Complaint Process and the Legal Office will cover the topic from a legal perspective.  The training will take place on Wednesday, 30 Aug 00, at 0730 hours in the TSF Auditorium outside the mountain.  The briefing will take approximately 1 hour.  ________________________________________________________________________________________________________

NEWSLETTER FROM AFPC:  
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__________________________________________________________________________________________________

SICK LEAVE FOR FAMILY CARE PURPOSES

1.  The Office of Personnel Management (OPM) recently {20 Jun 00} issued the final rule to implement an expanded sick leave policy for Federal employees.  The following is a summary of the changes.

2.  Full-time employees are entitled to use up to 480 hours (12 weeks) of accrued sick leave during the leave year to care for a family member with a serious health condition.  This is an entitlement which the agency must grant, providing the employee complies with notification and medical evidence/certification requirements.

3.  Any sick leave previously used during the leave year for general family care or bereavement purposes is subtracted from the 480 hour entitlement.

4.  The definition of family member for this purpose is:  spouse and parents thereof;  children, including adopted children, and spouses thereof; parents; brothers and sisters, and spouses thereof; and any individual related by blood or close affinity whose close association with the employee is the equivalent of a family relationship. 

5.  "Serious health condition" has the same meaning as found in OPM's regulation at 5 CFR 630.1202 for administering the Family and Medical Leave Act (FMLA).  If you cannot obtain this definition, you may contact 21 MSS/DPCE at 556-6557. 

6.  Care for a family member with a serious health condition does not include care for a healthy newborn child!  Once the new mother's period of incapacitation ends, assuming the baby is healthy, sick leave cannot be used simply to spend time "bonding" with the baby. 

7.  In order to be eligible to use sick leave for this purpose, the employee must provide administratively acceptable evidence, such as a medical certificate, that the family member requires the employee's care.  The medical certificate or other evidence should specify the beginning and ending dates (at least tentative ending date) for the period that the employee is needed to care for the family member. 

8.  For a part-time employee or an employee with an uncommon tour of duty, the maximum amount of sick leave which can be used to care for a family member with a serious health condition is 12 times the average number of hours in his/her scheduled tour of duty each week. 

9.  Limited sick leave may still be used to provide general care for a family member (as opposed to care for a serious medical condition) and bereavement purposes.  Specifically, up to 40 hours sick leave (or up to 104 hours if a balance of 80 hours sick leave is maintained) may be used to provide care for a family member as a result of physical or mental illness, injury, pregnancy, childbirth, or medical, dental, or optical examination or treatment, or to make arrangements necessitated by the death of a family member or to attend the funeral of a family member.  The definition of family member for these purposes is the same as in paragraph 4, above.

10.  The Family and Medical Leave Act (FMLA) entitles employees to a maximum of 12 weeks Leave Without Pay (LWOP) for their own serious health condition or to care for a family member with a serious health condition.  Before now, employees could substitute only a maximum of 104 hours sick leave under FMLA.  Now, however, employees can substitute up to 480 hours (12 weeks) of accrued sick leave under the FMLA.  However, the definition of family member under the FMLA is much more restrictive and includes only the employee's spouse, child, or parent.

11.  Questions may be addressed to 21 MSS/DPCE, 556-6557.

________________________________________________________________________________________________________

WEINGARTEN RIGHTS

(Appropriated Fund Civilian Employees Who are Bargaining Unit Members)

1.  What are Weingarten Rights?  The term "Weingarten Rights" is the popular name given to a section of Federal labor law formally known as Title 5, United States Code, § 7114.(a).(2).(B).  This provision reads as follows:

 " An exclusive representative of an appropriate unit in an agency shall be given the opportunity to be represented… at any examination of an employee in the unit by a representative of the agency in connection with an investigation if - 

(i) the employee reasonably believes that the examination may result in disciplinary action against the employee; and 

(ii) the employee requests representation." 

2.  Breaking down this provision, the following conditions must be present:


a.  The employee is a member of the bargaining unit;


b.  The employee is being questioned in connection with an investigation;


c.  The questioner is a representative of the agency (such as, supervisor, JA, IG, or OSI);


d.  The employee reasonably believes that disciplinary action may result; and


e.  The employee requests his/her Union representative.

3.  If all of the conditions are present, the supervisor (or other agency representative) must stop the questioning immediately to give the employee a reasonable opportunity to arrange for a Union representative to be present.  After a reasonable delay to arrange for a representative, the interview may proceed.

4.  Some frequently asked questions regarding Weingarten rights:


a.  Does Weingarten apply to all employees?  No.  It applies only to members of the bargaining unit.  At Peterson AFB Complex, this means non-supervisory Federal Wage System employees (WG/WL), and non-supervisory firefighters (GS-0081)*.  

*Note: Peterson AFB Complex includes all appropriated fund civilian employees serviced by the 21 MSS Civilian Personnel Flight, which includes positions at Schriever AFB and Cheyenne Mountain Air Station.  Also, by a 1996 agreement between Peterson Complex and American Federation of Government Employees Local #1867, there are a few WG positions designated as small shop chiefs that are excluded from the bargaining unit.


b.  Do I have to pay dues to use Weingarten?  No.  All employees in the above positions are members of the bargaining unit and are entitled to Weingarten rights, whether they are dues-paying members of the Union or not.


c.  What does "reasonably believes….may result in disciplinary action" mean?  That a normal person being asked the same questions could reasonably conclude that either: the questioner's purpose is to discipline the employee; or the employee's answers could reveal misconduct.


d.  Does the supervisor (or other representative) have to inform the employee of Weingarten before or during the interview?  No.  The only requirement is that employees must be informed of their Weingarten rights annually.  This article is fulfilling that requirement.


e.  Does the supervisor (or other representative) have to inform the employee of his/her rights to a representative before or during the interview?  No.  As long as the annual notification has been done, it's the employee's responsibility to request a representative.


f.  What if the supervisor has no intention of disciplining the employee being questioned?  The supervisor can inform the employee that no disciplinary action will result from the interview, and the interview can proceed without waiting for a representative.  Of course, the supervisor then can't use the employee's answers to discipline the employee, even if his/her answers reveal misconduct.


g.  Is this like Miranda warnings?  Not exactly.  After the employee has the opportunity to have a Union representative present, he/she must still answer the questions.  He/she cannot refuse to answer (or, of course, answer untruthfully).  If the investigation may lead to criminal prosecution, the employee must be given Miranda warnings as well.

________________________________________________________________________________________________________
CAREER PROGRAM REGISTRATION FREQUENTLY ASKED QUESTIONS

1.
Question: How can I register for a Career Program?

Answer: Air Force employees complete and submit an AF Form 2675, Civilian Career Program Registration and Personal Availability, to their servicing Civilian Personnel Flight (CPF). Registrants indicate the lowest acceptable grade for which they desire consideration at each organization or geographic location. The AF Form 2675 is available in electronic form, or the CPF can provide the AF Form 2675, appropriate tables, and guidance to assist employees in the registration process.

Effective May 2000, employees at bases regionalized for benefits and entitlements also have the option to complete registration online. The online registration access is available on the AFPC/DPK homepage and the AFPC/DPC homepage. The Web site is secured for the employee’s security.

2.
Question: I was just promoted to a GS-0343-09 and would like to register in the Manpower Civilian Career Program (MCCP). Am I eligible?

Answer: Yes. MCCP starts covering positions at the GS-11 grade-level.  Employees are eligible to register in a career program if they are within twelve months of meeting the Office of Personnel Management (OPM) minimum qualification standards and time-in-grade (if applicable) for the covered positions of that career program. Although you would not be eligible to be considered for referral until you have eleven months at the GS-09 level, you still can be considered for training and development opportunities funded by the Career Program.

3.
Question: The CPF provides tables and guidance for registration. How will that work with online registration?

Answer: We have tried to make the online process as user friendly as possible. All the information you need to select is provided in clear text (there is no code). We have also provided links to Web sites that provide information on whom is eligible to register in a specific Career Program and the specific registration requirements. Since employees determine their own eligibility, they are on the “honor system” when registering. Individuals who register online and are not eligible will be screened out through the Career Program processes. 

4.
Question: You said the online registration was a secure web site. What does that mean?

Answer: To use the online registration application, you will be asked to create a USERID and password. In order to create them, you will be asked to provide your social security number, date of birth, service computation date for leave, pay plan, current grade and step-in-grade, DSN telephone number, and a valid e-mail address. Most of the information is available on your current leave and earning statement. If you do not provide all the correct information, you will not be allowed access. This information is also secured by point-to-point encryption as it is transmitted.

5.
Question: I’m already registered in a Career Program. Can I use the online registration to just update my geographic location codes?

Answer: Yes and no. You cannot just update your geographic location codes online, but you can use the online system. With online registration, each registration is a new registration and overlays the previous registration.  For example, if you have two geographic location codes in the system and want to add one more location, all three location codes must be input with the online registration. In addition, if you were registered in two Career Programs, both Career Programs must be included in the online registration. 

6.
Question: If I register online, how can I remember my registration?

Answer: After you have submitted your registration, you will be provided with an “Online Career Program Registration Confirmation” screen. This screen shows your social security number, DSN telephone number, e-mail address, the action you chose, the programs you registered in, and all the geographic location codes you chose. It also provides a date and time stamp as to when you submitted your transaction. You should print this information for your file. If there is any question concerning your registration, you must provide a copy of the “Online Career Program Registration Confirmation” information (to include the time/date stamp). 

7.
Question: I just had a permanent change of station (PCS) and my geographic location codes (geolocs) dropped from the system. Can I add my geolocs back? 

Answer: Because you had a government sponsored PCS, you are under a transportation agreement and cannot be referred for positions outside your commuting area for eleven months. However, you may register to be considered for positions within your commuting area.

8.
Question: If I change my registration today (either with the CPF or through online registration), will the Career Programs use my registration changes immediately?

Answer: No. The Career Programs utilize an end-of-month (EOM) data file.  Whatever information is reflected in your EOM registration data file is used for the next month’s Career Program processes. For instance, whatever you have in your EOM April 00 registration data file will be used during the month of May 00. 

9.
Question: What are the benefits of Career Program Registration?

Answer: Registration allows you to compete Air Force-wide for positions

managed by a specific Career Program. Registration also lets employees

participate in training and develop-ment opportunities found in the Training

and Development Guide, which is listed at the following Web site:

http://www.afpc.randolph.af.mil/cp/guide/default.htm 

10.
Question: If I register online, do I need to include the Career Program ID and geographic location codes?

Answer: Yes. If you want to compete for Career Program positions, you must include both in your online registration. Furthermore, the Career Program ID must match the specific Career Program geographic location code. For example, if you are registered in the Financial Management Career Program (Career Program ID “C”) and are interested in auditor positions, then your specific geographic availability code must include “CAZ”. However, WZZ is recognized for all Career Programs you are registered in. If you have further questions, you should contact your CPF. 

11.
Question: Even though employees can now register online, can the Civilian Personnel Flight still review their employees’ qualifications to register?

Answer: Yes. CPFs still have the authority to review qualifications and delete those employees who are not eligible to register. _______________________________________________________
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Air Force Resume Bank

Still under construction. This program will allow applicants to submit resumes for positions outside the Air Force. 


Do you want to subscribe to the Career Scout by e-mail? 

To subscribe to the Career Scout you will be required to send an e-mail, which will automatically place you on our list for newsletter distribution. At this point we are still working on the database and the Internet site to which you will send your e-mail. In the near future, we will publicize more information on the electronic newsletter, and provide more detailed instructions. Do not attempt to send an e-mail request at this time.

Until you have e-mail access, you will continue to have access to the Career Scout from our web site at www.afpc.randolph.af.mil/afjobs. Just click on NewsCenter.

Civilian Personnel Flights (CPF’s) will still automatically receive the Career Scout through our CPF e-mail group.

More to come . . .




Resume Writer

The Resume Writer is currently being redesigned to enable you to retrieve and edit a resume (only if submitted on-line through the Resume Writer) and Supplemental Data Questions. Another user friendly feature is in the works for you to only be prompted to complete the Supplemental Data Questions if you are submitting a resume as an External Applicant. This feature will also enable an Internal Applicant to select that option if they wish to apply for announcements under Delegated Examining. 




		Occupational Analysis
It’s That Time Again!

Some of you may recall that in early September last year, a study was conducted which we called "Occupational Analysis". The purpose of this study was to collect information directly from the Civilian Personnel Flights (CPFs) about what you considered to be your consistently Hard-to-Fill and High-Turnover positions. We also asked you to speculate on what your future mission/surge requirements might be. We collected the information on a spreadsheet which utilized several Excel features such as data validation to standardize input, filters to sort the data, and tabs to separate current needs from future needs.

We will be repeating this study later this year, in more or less the same format. Our hope is that as you, the participants of the study, become more familiar with the spreadsheet, you will be able to take better advantage of its features. We also hope to collect this data each year to improve studying long term trends in hard-to-fill positions. Ultimately, we will use the results of the study to anticipate future needs and be better prepared to recruit for these kinds of positions in advance. Until this year, anticipating hard-to-fill positions has been largely a speculation. We will be able to build a history and predict a future trend in hard-to-fill and high-turnover series with the data that we collect from the CPF level, along with commentary from those bases. 

One improvement we plan to make to the Future Mission/Surge Requirements section of the spreadsheet is to ask how many vacancies of each series/grade are anticipated. This will help us more accurately rank the series where there will be the greatest need for advance recruitment efforts.

The spreadsheet lists positions that have been open for more than 180 days. Our goal is to shorten the time it takes to fill the types of positions identified in the study to something closer to the Air Force standard of 45 days. With your help in promptly completing and returning the spreadsheet, we will be able to see whether the knowledge we gained from last year’s study has helped us reduce the number of hard-to-fill/high-turnover positions open for more than 180 days.

The Occupational Analysis spreadsheet will be accompanied by complete instructions and POC information. We will welcome any questions or comments you have concerning the study as a whole and/or the spreadsheet itself. Look for this coming in September! 

Updated Job Kit Release

The newest version of the Job Kit is due to be released soon with two updates to the procedures for resume submission. First, internal applicants desiring consideration under special appointment authority must answer the supplemental data questions to designate the appointment authority or authorities under which they wish to receive consideration. Secondly, resumes submitted via e-mail must be submitted in Rich Text Format (.rtf). This will help prevent the spread of various cyber-viruses through our email network. Look for these changes in the August release of the Job Kit.

Announcements via Interactive Voice Response System (IVRS) Faxback


Did you know that you could take advantage of many different methods available to receive Air Force Federal Civilian vacancy announcements for positions serviced by the Air Force Personnel Center (AFPC)? One of those methods is via "Fax-back" service when utilizing IVRS. IVRS is available daily from 12:00 a.m. - 11:45 p.m. Central Standard Time with the exception of Sundays between the hours of 12:01 a.m. - 3:00 a.m. when the system is unavailable due to maintenance.


External Customers can reach the IVRS by dialing one of the following telephone numbers:

· 1-800-699-4473 or In the San Antonio Area: 210-527-2377 


· TDD users may dial 210-565-2928

Once you have accessed the system, it will provide you with various options from which to select. To obtain job-listing information, you should select the option for employment information. After pressing the appropriate number, you can choose to listen to job listings either by installation name or installation code (see listing of installation names and codes at http://www.afpc.randolph.af.mil/dpc/eis/bases.htm). When you select the criteria for the positions in which you are interested, and the system has retrieved the information, you will be given the option to hear the list or receive a faxed copy of the list without listening. Should you choose to receive a fax of the list, you will be prompted to provide your fax information. Generally, the fax will be sent to the number you specify within 24 hours.

You may also choose to receive information concerning Special Recruiting efforts via fax. In the past, the AFPC provided information on Special Recruiting efforts only for "hard-to-fill positions." Since all AFPC position vacancies are now advertised, facts concerning Special Recruiting efforts will be limited to Special program recruiting efforts (i.e., recruiting efforts for the Department of Defense Civilian Acquisition Workforce Demonstration Project). To have information faxed to you, simply follow the prompts and provide your fax information.

Guide to Announcing Civilian Vacancies

The DEU/Recruitment Center (DPCTD) has developed a "Guide to Announcing Civilian Vacancies" to provide guidance for posting vacancy announcements to the OPM employment information homepage (USA Jobs) and through Resumix. In addition, the guide is intended to provide information on other available external resources for recruitment. The guide was recently posted to the AFPC web site at http://www.afpc.randolph.af.mil/dpc and is listed in the DEU block for use by interested MAJCOMS and CPFs. For more information you may contact Ms. Wendy Antonio at Wendy.Antonio@afpc.randolph.af.mil.


 



		PSSSSST….Having problems Self Nominating? Don’t feel alone! Help has arrived……… 


The Air Force Personnel Center’s (AFPC) newest process "Self Nomination" allows you to apply only for the job(s) for which you wish to be considered to include positions advertised to the general public through the Delegated Examining Unit (DEU). Since you are the initiator there are "no more worries" of whether or not you are being considered for a job. You will only be considered for the job(s) for which you have self-nominated. Therefore, eligible external applicants applying for a civilian job through AFPC may do so by self-nominating for announced positions throughout the Air Force. Current "internal" permanent Air Force employees can currently only self-nominate for Charleston AFB and McChord AFB positions. Otherwise, internal employees seeking employment at other bases should follow normal procedures: register through Career Programs or the Air Force Central Skills Bank for consideration. (Remember you cannot self-nominate if you do not have a resume on file with AFPC.)


To submit a resume on line using our Resume Writer visit our web site at http://www.afpc.randolph.af.mil/afjobs. If you prefer e-mail, refer to the Job Kit for complete instructions on submitting your resume and supplemental data. If you do not have electronic capability, mail your resume and supplemental data to: HQ AFPC/DPCTDC, Attn: Recruitment Call Center, 550 "C" Street West Suite 57, Randolph AFB, TX 78150-4759. Only one resume is maintained in our database. Submission of an updated resume always replaces the existing resume on file.

Self-nomination may be done electronically either by viewing vacancy announcements at our employment web site or by calling our telephone numbers. See the end of this article for the web address and telephone numbers. To ensure the self-nomination process functions smoothly for you, the Recruitment Call Center has identified, and made available, a list of questions frequently asked by users including their biggest challenges. Reviewing the information below may help you with the self-nomination process.

Frequently Asked Questions


What is Self-Nomination?

Self-nomination is applying for a position for which you want to be considered.


What is my personal identification number (PIN) if I’m not a current Air Force employee?

(Interactive Voice Response System/Internet) If it is your first time using the system and you have a resume on file, your PIN defaults to the last four digits of your home phone number. The system will then require you to change your PIN to a six-digit number. If you have forgotten your PIN, you may contact a Recruitment Call Center Representative. 


What is my personal identification number (PIN) if I’m a current permanent Air Force employee who hasn’t accessed the Benefits and Entitlements system and established a six digit PIN?

(IVRS) If it is your first time using the system and you have a resume on file, your PIN defaults to the month and year of birth (i.e., mm/yyyy = 011962). The system will then require you to change your PIN to another six-digit number. If you have forgotten your PIN, you may contact a Recruitment Call Center Representative.

(Internet) If it is your first time using the Air Force Personnel Center's (AFPC) Secure Web Site Login you will need to create a User ID and Password. Just click on the Civilian button and complete the required data (you may want to have your LES handy). If you forgot your User ID and Password you may contact the AFPC Technical Assistance Center at DSN: 665-3993, Comm: (210) 565-3995.


How do I get a job kit?

You may request a job kit from our employment web site or by calling the Interactive Voice Response System (IVRS). 

Where do I review the announcements?

You may review announcements at the AFPC/DPC Employment Homepage; click on "job announcements."

How do I submit my resume?

We highly recommend you submit your resume electronically using the Resume Writer at our employment web site.


How will I know if I’ve been referred?

Once you have completed a self-nomination transaction, you may obtain tracking information through the Interactive Voice Response System (IVRS) and the employment web site. This will provide you with the tracking code status.


What happens after I’ve been referred?

If you are referred, the selecting supervisor has the option to interview by telephone, in person, or make a blind selection. The blind section is based on information contained in your resume.

Can I call the supervisor and follow up on this referral? 

It is not advisable for you to call the selecting supervisor. However, you may follow the status of your nomination by visiting the Employment web site or by calling the Interactive Voice Response System (IVRS). 


How can I find out which base has job openings?

You may view job announcements by visiting our employment web site or calling the (IVRS). 


Why can’t you tell me about the listing of job announcements?

The Air Force Personnel Center (AFPC) serves 71 bases, as well as bases which have the Delegated Examining Unit (DEU) prepare certificates for their positions, and each staffing specialist builds their own announcements. The Recruitment Call Center does not maintain job announcements. However, you may view all open announcements on our employment web site or subscribe to the Civilian Announcement Notification System (CANS) to receive announcements on a weekly basis.

Would you send me a job listing for vacancies at a particular location (i.e. Randolph AFB)?

Again, go to our employment homepage click on job announcements and select your criteria to view vacancies.


May I have a job announcement sent to me?

The Recruitment Call Center does not mail announcements. You have the capability to print vacancy announcements from the AFPC Employment Homepage or can request a faxback copy by using the toll-free IVRS Fax -Back System. 



Can you give me a position description of a particular job at "Minot" AFB?

The Recruitment Call Center does not provide position descriptions. Position descriptions are kept by the base electronically and on hard copy. However, you may access a general description and job conditions by reviewing the job announcement.


Do you have any "firefighter" jobs?

To obtain job information visit the Air Force Personnel Center (AFPC) Employment Homepage.


Will I be able to access my resume once it is submitted to AFPC?

Upon completion, in late 2000, of Phase 3 development of the Resume Writer you will be able to save, retrieve, and update your resume on file.

Helpful Hints

· Familiarize yourself with the "Job Kit" before you begin the self-nomination process 


· Complete and submit a resume to include supplemental data before you try to self-nominate yourself for an announced position 


· Make sure you have the correct job announcement number (11 characters), especially if you are using the Interactive Voice Response System (IVRS) 


· Read the entire web page. Pay close attention to highlighted red areas. Carefully follow the instructions on the web page. Thoroughly answer each question 


· When using IVRS pay close attention to each prompt 


CONTACT US ON THE WWW OR BY TELEPHONE AT:

Employment Web Site: http://www.afpc.randolph.af.mil/afjobs


Internal Interactive Voice Response System (IVRS) applicants call 1-800-997-2378 (within area code 210 call 527-2378)

External IVRS applicants call 1-800-699-4473 (within area code 210 527-2377)

Text telephone (TTY/TDD) users may contact the Recruitment Call Center at (210) 565-2928.





		Self-Nomination for Current Permanent Air Force Employees

The employment process for current permanent Air Force Federal Civilian Employees has not changed except for those employees at Charleston AFB and McChord AFB, and Air Force employees who are interested in employment at those bases.

Charleston AFB and McChord AFB are the Operations Test and Evaluation (OT&E) sites for the Air Force Initial Operating Capability (IOC) of the Modern Defense Civilian Personnel Data System (DCPDS). Effective 26 Nov 99, the Air Force deployed the Modern DCPDS at these bases, replacing the exisiting Legacy DCPDS.

All placement consideration at Charleston AFB and McChord AFB is now accomplished by using Resumix. Current permanent Air Force employees who wish to be considered at these two bases must submit resumes and self-nominate for positions of interest. All vacancies for Charleston AFB and McChord are now advertised.

What if I'm not interested in being employed at Charleston AFB or McChord AFB?

All current permanent Air Force employees, other than those at Charleston AFB or McChord AFB, who want to be considered for positions at other than their current installation may register in the Central Skills Bank or the appropriate Career Program at http://www.afpc.randolph.af.mil/cp for available positions at the desired locations.







		Civilian Announcement Notification System (CANS)


PRIVATE
 


Job seekers will no longer have to continually check for Air Force job vacancies.

The system allows you to sign up using your e-mail address and automatically receive a list of new Air Force civilian job announcements that match your specific search criteria.


The great thing about CANS is that it eliminates the need to constantly check for new job announcements. To sign on, the only information required is a valid e-mail address.

CANS is a very user-friendly program, once you're logged on, the system will take you through the step-by-step process . All you need to do is list your specific job criteria, and CANS does the rest.

Just input your search criteria, such as occupational series, pay plan and grade combinations, and duty locations. Once the criteria are established, it will last for 180 days before expiring. You can list up to 20 different criteria combinations. The information can be changed at any time, initiating another 180-day cycle.

The system will automatically search for jobs based on your search criteria; if there are any matches, an e-mail will be sent to you listing the job announcement number, description, pay plan, occupational series, grade, job location, closing date and the announcement's URL.

Anyone interested in seeking employment with the Air Force is eligible to sign on, including military members close to retiring or separating.

Some frequently occurring errors are listed below with corresponding solutions:

Error - Your e-mail address does not match.

Solution - Type your e-mail address in all lower case characters on both pages where an e-mail address is required. Be careful to type the email address correctly in both fields. Once you have entered an incorrect e-mail address, you may have to close and re-open your browser to enter the correct e-mail address.

Error - When I enter my e-mail address and log on no search options or drop down menus appear.

Solution - Depending on the type of Internet browser you are using, you will need to enable (turn on) Java and JavaScript. It is usually under Internet Options (contact your Internet service provider for assistance). (Note: This site works best using Microsoft Internet Explorer 4.0 (or higher), however it also works with Netscape Communicator 4.7).

Questions/Concerns 


Q. I was transferred to a Recruitment Representative to assist me with my transaction; but in the end, they placed me back into the system to complete it.

A. In most cases, we will provide guidance and assistance and will place you back into the automated system to complete your transaction. It is important to you to familiarize yourself with the system and the ease of completing your transaction.

Q. (Interactive Voice Response System/Internet) The system kept telling me that I had exceeded the maximum number of errors and then disconnected me.

A. The system gives you three tries to enter the information it is asking. It is important to listen or type carefully. For example, if the system says, "please enter your six-digit PIN," you should enter six digits. If you keep entering a four-digit PIN, it is counted as an error, for which you will be disconnected after three consecutive errors.





		DEU/Recruitment Center Roster

Delegated Examining Unit/Recruitment Center
HQ AFPC/DPCTD
550 C STREET WEST STE 57
RANDOLPH AFB TX 78150-4759
DSN 665 COMM: 565 FAX: 3997
E-MAIL: [firstname.lastname]@afpc.randolph.af.mil



Job Information (External): 1-800-699-4473 (outside area code 210) or (210) 527-2377


Job Information (Internal): 1-800-997-2378 (outside area code 210) or (210) 527-2378


TDD: (210) 565-2928



		PRIVATE
Lee McGehee, Chief, Delegated Examining Unit/Recruitment Center 5-3069, Ext 4270
Cynthia A. Medina, Secretary, 5-3069 Ext 4028



		Recruitment Call Center (DPCTDC)

		Ext

		IC

		Recruitment Unit

		Ext

		IC



		Lesly Lopez, Supervisory Personnel Staffing Specialist

		3069

		4217

		Hong Miller, Chief

		3069

		



		Carl Thomas, Lead Staffing Assistant

		3069

		4106

		Lawna Swellander, Team Leader/Personnel Staffing Specialist 

		3069

		4380



		Carol O’Neal, Staffing Assistant

		3069

		4310

		Wendy Antonio, Staffing Clerk 

		3069

		4334



		Carmen Barbola, Staffing Clerk

		3069

		4375

		Eileen Faz, Personnel Staffing Specialist

		3069

		



		Eva Beckman, Staffing Clerk

		3069

		4048

		Susan Heaton, Personnel Staffing Specialist

		3069

		



		Carrol "Susie" Bilodeau, Staffing Clerk

		3069

		4098

		Susan Hill, Personnel Staffing Specialist

		3069

		



		Linda Gray, Staffing Clerk

		3069

		4034

		Monica Kilgore, Personnel Staffing Specialist 

		3069

		4273



		Miranda Curtis, Summer Hire

		3069

		4319

		Naomi Vernon, Personnel Staffing Specialist 

		3069

		4014



		Edward Gonzalez, Student

		3069

		4220

		Charles Zedek, Personnel Staffing Specialist 

		3069

		4035



		Jimmy Malone, Staffing Clerk

		3069

		4387

		

		

		



		Grace Martinez, Student

		3069

		4090

		Delegated Examining Unit

		Ext

		IC



		Joshua Miner, Student

		3069

		4330

		Teresa Miranda, Chief

		3069

		



		Christina E. Moreno, Staffing Clerk

		3069

		4103

		Daisy Myers, Team Leader/Personnel Staffing Specialist 

		3069

		4132



		Mary L. Rasmusson, Staffing Clerk

		3069

		4099

		James Brooks, Personnel Staffing Specialist 

		3069

		4363



		Geraldine Roberson, Staffing Clerk

		3069

		4077

		Deborah Harris, Personnel Staffing Specialist 

		3069

		4367



		Adelina Rodriguez, Student

		3069

		4142

		Lydia Hill, Personnel Staffing Specialist 

		3069

		4013



		Erlicia Sanders, Staffing Clerk

		3069

		4287

		Carol Koehler, Staffing Clerk 

		3069

		4329



		Cindy Scantling, Staffing Clerk

		3069

		4319

		Utrina Moses, Personnel Staffing Specialist

		3069

		4128



		Duane Thompson, Staffing Clerk

		3069

		4100

		Marcella Medina, Personnel Staffing Specialist

		3069

		4190



		Han-me Trzinski, Summer Hire

		3069

		4319

		Angelica Montano, Staffing Clerk

		3069

		4191



		Lee Ann Williams, Staffing Clerk

		3069

		4078

		Yolanda Olivarri, Staffing Clerk 

		3069

		4353



		Wanda Young, Staffing Clerk

		3069

		3057

		Gloria Padilla, Personnel Staffing Specialist 

		3069

		4002



		

		Katherine Ross, Personnel Staffing Specialist 

		3069

		4320



		

		Darline-Lynn Santiago, Personnel Staffing Specialist

		3069

		4085



		

		Duane Thompson, Staffing Clerk

		3069

		4100



		If you have any questions or comments, please feel free to contact us!
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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



[image: image1.wmf]

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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