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.  THIS IS PUBLISHED BY THE PETERSON CIVILIAN PERSONNEL FLIGHT (CPF) AND APPLIES TO ALL CIVILIANS (AND THEIR SUPERVISORS) SERVICED BY THE PETERSON CPF.  MANY ARTICLES ARE GENERAL IN NATURE AND APPLY TO ALL CIVILIANS/SUPERVISORS, REGARDLESS OF THEIR SERVICED CPF.

In our continuing efforts to provide you quality service, the PETERSON Civilian Personnel Flight (CPF) requests all customers call the individual they wish to visit and make an appointment.  Please make an appointment directly with the individual you wish to meet with, this will enable us to be better prepared to answer your questions.  The hours of the PETERSON CPF are 0800-1600.  
we encourage you to complete the attached customer service questionaire IF YOU RECEIVED SERVICE FROM THE PETERSON CPF 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:  

<<http://www.peterson.af.mil/21mssdpc/Survey.html>>
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.  CAREER PROGRAM REGISTRANTS must also update their local (office) and DSN phone numbers utilizing the AFPC on-line career program registration; if you update your phone number you also have to update all registration information, as each update “overlays” the previous registration.  

UPDATED PETERSON CIVILIAN PERSONNEL “FUNCTIONAL” DIRECTORY: 

 <<http://www.peterson.af.mil/21mssdpc/function.htm>>

1.  Peterson AFB Complex Special Emphasis Programs:  The Special Emphasis Programs consist of the Black Employment Program (BEP), Hispanic Employment Program (HEP), Federal Women’s Program (FWP), People with Disabilities Employment Program (PDEP), Asian American/Pacific Islander Employment Program (AA/PIEP) and the American Indian/Alaskan Native Employment Program (AI/ANEP).  They are established at Air Force installations to assist in the development of affirmative employment initiatives and address the problems and concerns of underrepresented groups in the work force.  The committee members develop recommendations to enhance personnel processes affecting the recruitment, selection, utilization, training and advancement of underrepresented groups.  

Each Special Emphasis Program (SEP) has a program manager (SEPM) that develops and administers their SEP.  The SEPMs are appointed to work with the Chief, Affirmative Employment on a collateral duty basis, spending approximately 20% of their duty time working their programs.  We are “recruiting” volunteers to be the program managers for the SEPs.  If you are interested in volunteering for a program manager position, please submit a short resume that outlines your interests and objectives/goals for the program.  Resumes should be received in 21 MSS/DPCS no later than 23 Feb 01.  Questions may be addressed to Candy Cuadra, Chief, Affirmative Employment, <mailto:Candace.Cuadra@peterson.af.mil>.  

2.  DEVELOPMENTAL OPPORTUNITY PROGRAM (DOP) - We are pleased to announce the establishment of the DOP.  This program allows management the option of restructuring positions to the entry or intermediate grade levels with an identified final target grade.  This establishes a formal developmental program with the intent of recruiting and retaining candidates with high potential for development or future leadership positions.  The DOP primarily targets employees who occupy positions at the GS-1 through GS-8 level who are not serving under a time-limited appointment or on a position that is targeted to the GS-9 or above.  Full performance level of the DOP identified positions is normally the GS-11 level.  Critical to the success of this program is the identification of appropriate target positions, which is the responsibility of management officials with assistance from the Civilian Personnel Flight.  Management officials who wish to identify positions within their organizations to fill using the DOP should contact their servicing Affirmative Employment/Staffing Specialist.  Announcements for recruitment for DOP positions will be announced on the Civilian Personnel Flight (CPF) web page (http://www.peterson.af.mil/21mssdpc/) and the CPF Update (e-mail).    

3.  STUDENT EDUCATION EMPLOYMENT PROGRAMS (SEEP):  21 MSS/DPC intends to actively pursue recruitment and retention of students to support studies by Department of Defense and Air Force showing 30% of the Federal workforce and 45% of the Air Force workforce will be retirement eligible by 2005.  The current student employment programs available are:  (1) Student Educational Employment Program (SEEP), Revised Jan 1997 - The program consists of two components:  (a) The Student Temporary Employment Program - the nature of the duties do not have to be related to the student’s academic/career goals; and (b) The Student Career Experience Program - This program provides experience that is directly related to the student’s educational program and career goals.  (2) Federal Career Intern Program - Designed to help agencies recruit and attract exceptional individuals into a variety of occupations under Executive Order 13162 signed 10 July 2000 - intended for positions at grade levels GS-5, 7 and 9.  This is a 2-year internship period in the excepted service.  The intern is eligible to be converted to a career-conditional appointment at the end of the two years.  Air Force has not published guidance on the Career Intern Program as of yet.  Additional information will be provided as received.  

4.  FOR ALL SUPERVISORS/MANAGERS:  Crystal Viewer is a software program that enables CPF Staff, Managers, and Supervisors to view Selection Certificates. AFPC/DPC has implemented a new program that generates selection/referral certificates in a format that can only be read by Crystal Viewer. You will need these instructions when you start receiving Certs in the new format.  Please have your Systems Administrator or Small Computer Manager carefully review the following instructions before attempting to load Crystal Viewer to your PC.  Ideally, that person should do the installation for you. In case something goes awry, they are better equipped than you are to deal with the consequences. In some organizations, either technology or policy (or both) prevent end users from installing new software.  Here is the web page with those instructions:  [Crystal View is no longer available at AFPC’s web. See your local Communications Squadron for assistance] Please also note that the Civilian Personnel Flight cannot assume any responsibility for the contents of that web page. We have followed the instructions, installing onto Microsoft Windows NT machines running Microsoft Office 2000 and did not experience any difficulties whatsoever; however, your mileage may vary.

5.  CIVILIAN TUITION ASSISTANCE.  The Education Center is happy to announce that we are going to implement a civilian tuition assistance program.  The purpose of the program is to assistance DOD civilians in the pay grade of GS 10 / equivalent or below(AFSPC only) pay for some off duty education courses through colleges and universities.  We will be able to provide 75% of the tuition for a course. The program will go into effect on 1 Feb 01 and will not pay for any courses starting prior to that date.  The following information is from the Statement of Understanding which the employee  must sign when applying for tuition assistance:

1. I am a GS-10 / equivalent or below pay grade.

2. I am taking an undergraduate level course that is part of my degree plan.

3. I have a satisfactory performance appraisal during my last reporting period.

4.  I am not receiving financial support from any other source (VA/Career Program etc.)

5.  I am eligible to take only one course at a time with a limit of 3 courses per school year.  

6.  My current education level is below a bachelor’s degree.

7.  If the course is approved, the Air Force will pay 75% of the tuition and/or instructional fees up to $187.50 per semester hour ($124 quarter hour).  Note: There is a $3,500 maximum spending limit per employee per year.

8.  I am a member of an AFSPC unit and officially considered a AFSPC asset (in other words I am not an AMC, ACC, AFMC, etc. asset). 

6.  Annual Civilian Performance Appraisals and Awards:  The current civilian appraisal rating period will end on 31 Mar 01.  Appraisals, with or without awards, must be received in the 21 MSS/DPCE no later than 16 April.  This will permit timely processing of appraisals and awards prior to their effective date.  Appraisals will be effective 1 Jun 01 in most cases.  In limited circumstances, an extended rating period may be necessary for some employees.  All awards, except for Quality Step Increases (QSIs), will be effective 1 Jun 01.  QSIs are normally effective the pay period following the date of approval.  Supervisors are reminded to discuss and re-certify employee performance plans no later than 30 Apr 01.  Questions should be addressed to your servicing Employee Relations Specialist.  If you are not sure who your servicing specialist is call 556-4737 for this information. 

7.  The following job search/career marketing classes are conducted on a recurring basis by the Peterson AFB Family Support Center.  The classes are open to civilian employees and their dependents.  Interested employees/dependents should contact The Family Support Center at 556-6141 to sign up for classes and/or obtain additional class information.

-Resume Review Class:  The Employment Team will host this forum.  Resume examples will be discussed and then class attendees will have the option to display their resume for review.  You must have a resume completed before signing up for this class.  This class is held once a month.   

-Applying for Federal Service: A representative from the Civilian Personnel Office provides suggestions on how to correctly fill out an electronic resume; also discusses federal service eligibility categories.  This class is offered bi-monthly.  The next class will be on 14 Mar from 1130-1230.
-Career Marketing Strategies: This seminar includes how to conduct an effective job search, write a competitive civilian resume and answer tough job interview questions.  An excellent class for DOD civilians who are interested in transitioning to another job or career, it is offered monthly on the third Thursday from 0800-1200 at the Family Support Center.
-Job Orientation: This class provides a brief overview of local job market opportunities, career exploration, and how to use the Family Support Center employment resource room.  Job Orientation offers a jump start to beginning any job search in the local community.  It is held every Thursday afternoon from 1300-1400 at the Family Support Center.

-How To Start Your Own Small Business: Starting a business is risky.  Understanding these risks and reducing them through careful planning improves the chances for business success.  Plan to attend this quarterly seminar to learn about the implications of owning your own business, how to draft a business/financial/marketing plan, and how to connect with a variety of local resources that will assist you with your business.  The seminar is conducted by the Service Corps of Retired Executives (SCORE); there is an individual charge of $15.00 to cover materials.  The next seminar will be 24 May 01 from 0800-1200 at the Family Support Center.

