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15 JANUARY 2003

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 AHEAD TO MAKE AN APPOINTMENT. the sECTION TELEPHONE NUMBERS ARE LISTED BELOW:

STAFFING…………………………………………..556-8050/8195
CLASSIFICATION
556-5729

WORKFORCE EFFECTIVENESS
556-4737

MAIN DESK
556-4775

[image: image3.wmf]  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!

we encourage you to complete the attached customer service questionnaire 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.htm>>>>

1. > The following AFMC Senior Executive Service announcement opens 13 Jan 04 and closes 11 Feb 04.  If you have any problems reading the attached or have questions concerning this announcement for the information required to apply, please contact Ms. Leola Lee, HQ AFMC/DPK, at 7-1094 or DSN 787-1094.  Also, the announcement can be accessed through the HQ AFMC/DPK Home Page (http://www.afmc.wpafb.af.mil/HQ-AFMC/DP/dpk) or OPM USAJOBS Website (http://www.usajobs.opm.gov/).  We rely on you as senior leaders and mentors to ensure widest dissemination to potential candidates within your organization and through your external contacts.  Corporately, we are seeking the highest quality leaders, with particular emphasis on the recruitment of members of underrepresented groups.  A summary of the position vacancy follows:

>
> AF SES 03-06

> PRINCIPAL DEPUTY STAFF JUDGE ADVOCATE

> OFFICE OF THE STAFF JUDGE ADVOCATE

> AIR FORCE MATERIEL COMMAND

> WRIGHT-PATTERSON AFB OH

>
> OPENS:  13 Jan 04



CLOSING DATE:  11 Feb 04

>
> The Principal Deputy is responsible for assisting the chief legal officer of Air Force Materiel Command in managing legal services provided by the headquarters staff, center, base and laboratory legal offices, and the AFMC Law Office.  Provides definitive legal decisions supporting acquisition missions involving nearly one-half the Air Force budget.  Establishes policy and guidance on conflict of interests legislation, environmental law, intellectual property, and data rights.  The incumbent serves as a principal policy maker for legal matters in support of all AFMC activities, including the acquisition and sustainment of Air Force weapon systems and oversees a diverse functional workforce of military and civilian attorneys, support personnel and reservists at 22 geographic locations.  The incumbent must exercise a high degree of initiative and possess the ability to make independent decisions.  The Principal Deputy must be skillful in influencing high priority programs of great national importance.  Additionally, the incumbent must possess the executive leadership ability and professional stature to support and defend program and policy decisions at the highest levels of government and industry.

2.  FEDERAL WOMEN’S PROGRAM ACTIVITIES:  Mark your calendar for 26 Jan 04, 0730 - 0900, at Perkins.  We will be having an interesting speaker, Colonel Dana Born, who will present "Building Confidence & Performance."   Also, 11 Feb 04, 0800 - 1200 we will be having a seminar on "Marketing Yourself for a Successful Career" by Ms Kim Cosley at the Family Support Center, Bldg 350.
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3. Passport Requirements:Applications for official passports are processed through the Military Personnel Flight for official travel only.  The minimum processing time is 6 to 8 weeks.  If a Visa is required, an additional 7 to 10 days processing time will be required.  Tourist passports are processed at the downtown Colorado Springs Post Office. The Military Personnel Flight has walk-in hours from 1000-1600 hrs Mon - Friday, but it is recommended to call for an appointment for passport requirements. For more information regarding passports, contact MSgt Dave Barrett, at 556-7500.

4. Restoration of Forfeited Annual Leave:  Federal civil service employees have a maximum limitation on the amount of annual leave that can be carried forward from one leave year to the next.  As a general rule, most employees can “carry over” a maximum of 240 hours.  In the case of Senior Executive Service members, the maximum limit is typically 720 hours; however, in some cases this amount may have been adjusted to reflect a ceiling set on 13 Oct 94.  Also, for U.S. citizens employed at installations outside the United States, the maximum annual leave accumulation is 360 hours or the amount to the employee's credit at the beginning of the leave year, which ever is greater.  Upon return from an overseas assignment employees should coordinate with the local Civilian Payroll Office any change in the maximum carry over limitation resulting from their overseas assignment.

Hours in excess of the above limits are normally forfeited if the employee is unable to use the excess leave before the end of the leave year.  Annual leave, which would otherwise be forfeited, may be restored when it is lost because of sickness of the employee, exigencies of the service or administrative error.  Before forfeited annual leave may be considered for restoration, use of the annual leave must have been requested, approved, and scheduled in writing before 30 Nov 03.  Employees must submit their request for the restoration of forfeited annual leave through their supervisor to Civilian Personnel Flight no later than 9 Feb 04.  For additional information on leave restoration procedures, please contact Sadie Petersen at Sadie.Petersen@Peterson.af.mil or 556-7523.

5. Mandatory Split Disbursement for Temporary Duty Travel:  Split disbursement means that, when Travel Pay pays out a travel claim, they split the payment between Bank of America and the traveler.  Public Law 107-314 enacted mandatory travel voucher split disbursement provisions for both military and civilian personnel.  These provisions apply to temporary duty (TDY) travel as well as to partial/accrual payments for long term TDY, but do not apply to permanent change of station (PCS) payments.

Employees need to separately identify travel card charges when completing travel vouchers.  Travel Pay will directly disburse these amounts to the Bank of America.  This will save employees the trouble of having to pay Bank of America separately.  It will also help avoid travel card delinquencies that could lead to revocation of travel card as well as disciplinary action.  Failure to designate government travel card charges for split disbursement may result in the claim being returned to the traveler for correction.

As a general reminder, under Public Law 105-264, all DoD personnel are required to use the government-sponsored, contractor-issued travel charge card for expenses arising from official government travel, unless otherwise exempted IAW DoD Financial Management Regulation (DoDFMR), Volume 9, Chapter 3, paragraph 030302.  Failure to use the travel card shall not be a basis for refusing to reimburse the traveler for otherwise appropriate charges; however, such failure may subject the traveler to appropriate administrative or disciplinary action.
6.  Union Dues Allotment/Termination:  Dues Termination Annual Open Season In February (Bargaining Unit Employees):  Bargaining unit members can initiate dues allotment at any time by contacting the AFGE Local #1867 office at (719) 333-3213 to complete a SF 1187, Request for Payroll Deductions for Labor Organization Dues.  The Union will forward the completed form to the Labor Relations Officer (LRO) in the Civilian Personnel Flight, who will then forward it to Civilian Pay to begin allotments.  In accordance with the Peterson Complex collective bargaining agreement (CBA), Article 8, Section C, allotments become effective at the beginning of the first pay period after receipt of the form by Civilian Pay, and continue in effect until automatically or voluntarily cancelled.

Dues allotments are automatically terminated when an employee leaves the bargaining unit, through such personnel actions as separation, transfer to another installation, or placement in a non-bargaining unit position.  Article 8, Section D of the CBA lists other conditions under which allotments would be automatically terminated.

In accordance with Article 8, Section E, employees may voluntarily terminate allotments during the month of February each year, as long as the employee's allotment authorization has been in effect for at least one year.  Bargaining unit members who wish to voluntarily cancel their union dues allotment should contact the LRO to request a SF 1188, Cancellation of Payroll Deductions for Labor Organization Dues.  The employee must complete the SF-1188 and return it to the LRO by the end of February.  The LRO then forwards the SF 1188 to Civilian Pay.  Termination of dues allotment will become effective at the beginning of the first pay period after receipt in Civilian Pay.  Any requests received after the end of February will be returned, and the employee will have to wait until the following February to voluntarily cancel dues allotment.

Note that the timing of initiating dues allotment can affect when you are eligible to have the allotment terminated.  For example, if you initiated dues allotment in February 2002, you may have the allotment terminated in February 2003.  However, if you initiated dues allotment in March 2002, you may not be eligible to terminate the allotment until February 2004 because in February 2003 your authorization will not have been in effect for one year.

7. Voluntary Leave Transfer Program (VLTP) - Donations Requested:  Civilian annual leave donations are needed for the following employees.  If you have questions regarding the program or would like to donate annual leave, please contact Sadie Petersen at Sadie.Petersen@Peterson.af.mil or Theresa Dickson at Theresa.Dickson@Peterson.af.mil.

Ms. Joan Yarrell, 302 MSF/DPM, Peterson AFB CO.  Ms. Yarrell is suffering from preterm labor and will need recovery time after giving birth.

Ms. Lisa Harvey, SMC Det 11/IS, Peterson AFB CO.  Ms. Harvey is undergoing breast reconstruction after having a mastectomy.

Mr. Wilson Holloway, OLA Det 1, 347 Rescue Wing, Avon Park AFR, FL.  Mr. Holloway is undergoing treatment for liver cancer.

Mr. Frank Valentik, OLA Det 1, 347 Rescue Wing, Avon Park AFR, FL.  Mr. Valentik is recovering from a CVA/Stroke.

Ms. Contine Francis, 6 SVS/SVYC, MacDill AFB, FL.  Ms Francis is needed to care for her spouse with lymphoma.

Mr. Roland Younger, 341 CES/CEF, Malmstrom AFB MT.  Mr. Younger is suffering from a serious illness.

> Ms. Sandra Jernigan, Luke AFB AZ.  Ms. Jernigan needs an undetermined amount of leave due to abdominal cancer.

> Ms. Betty O’Herlihy, Luke AFB AZ.  Ms. O’Herlihy needs an undetermined amount of leave due to breast cancer.

> Mr. Howard K. Brown, Luke AFB AZ.  Mr. Brown needs an undetermined amount of leave due to tongue cancer.

> Mr. Tim Jones, Luke AFB AZ.  Mr. Jones needs an undetermined amount of leave due to massive head injuries.

Ms. Roberta Clark, 45th Space Wing Safety Office, Patrick AFB FL.  Ms. Clark needs an undetermined amount of leave due to extensive injuries sustained in an automobile accident.

Ms. Lisa Wiggs, 45th Contracting Squadron, Patrick AFB FL.  Ms. Wiggs is in need of approximately 303 hours of leave due to Caesarean delivery and recovery.

Ms. Jeneke Lacy, Logistics Contracting Division, USAF Academy, CO.  Ms. Lacy needs additional annual leave donations due to an ongoing serious medical condition.

Ms. Herlene Thurman, 61MSS/DPCE.  Ms. Thurman is in need of leave donations for medical absence to major surgery requiring prolonged recovery.

Mr. Mike Weatherly, Jr.  Electronic Integrated Systems Mechanic, 482 MXS, Avionics Flight, at Homestead ARB, is in need of leave donations due to critically injured in a motor vehicle accident and suffered severe crushing of his foot.
8. Pre-Retirement Seminars: All Federal employees should begin retirement planning early in their careers. The following comprehensive two-day seminars will provide valuable information about retirement planning and ways to ease the transition into retirement.  If you are within ten years of your retirement eligibility date, these seminars will give you answers and recommendations to make informed decisions. The seminar speakers, all experts in their field, will challenge you to ask tough questions.  Seminars are broken down into a number of components that discuss considerations necessary for planning for retirement, including: Federal Retirement Benefits, Thrift Savings Plan, Insurance, Medicare and Social Security Benefits, Financial and Tax Planning, Estate Planning, Life After Retirement and Second Careers.  POC for sign up is Ms. Sadie Petersen at Sadie.Petersen@Peterson.af.mil.  The following is a partial listing of upcoming seminar dates:

PRE-RETIREMENT SEMINAR - FERS EMPLOYEES (SEATS AVAILABLE) 29-30 Jan 04

PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES (SEATS AVAILABLE) 12-13 Feb 04

MID-CAREER SEMINAR - FERS EMPLOYEES (SEATS AVAILABLE) 11-12 Mar 04

MID-CAREER SEMINAR – CSRS EMPLOYEES (SEATS AVAILABLE) 08-09 Apr 04

PER-RETIREMENT SEMINAR – FERS EMPLOYEES (SEATS AVAILABLE) 06-07 May 04

MID-CAREER SEMINAR – FERS EMPLOYEES (SEATS AVAILABLE) 08-09 Jul 04

9. Early Career Retirement Planning Seminar (FERS Employees Only):  All federal employees need to get started on financial planning for retirement.  We all must be prepared, and this seminar will help you plan for and make the educated decisions needed that will affect you and your family for the rest of your life.  Early career retirement planning seminar is designed for federal employees with less than five years of federal service.  This seminar will provide the federal employee with information on budgeting and cash management, federal benefits (FERS, TSP, FEGLI, FEHB and LTD), and basic financial planning.  The seminar dates are 27 Jan 04 and 09 Mar 04.  POC for sign up is Ms. Sadie Petersen at Sadie.Petersen@Peterson.af.mil.

10.  [image: image5.wmf]WHAT DOCUMENTATION IS REQUIRED WHEN SUBMITTING A REQUEST FOR

PERSONNEL ACTION (RPA)?


This is a question anyone responsible for submitting official requests to process personnel actions should ask.  We have compiled some information to help you.
Recruit/Fill vice Actions:  This action is used to backfill an existing position where the present incumbent has left the position or has a known or firm expected departure date.  You’ll need to attach:

· a copy of the official Core Personnel Document (CPD) or position description (PD) for this position;

· a current organizational chart;

· any other supporting documentation that provides clarifying information on your specific situation attached to the RPA.

Prior to submitting these documents, the supervisor of this position should review the CPD/PD to update/make minor pen and ink changes, if necessary.  Major revisions may require a review (usually a more lengthy process – see below).
In the remarks section, please include the following information:

· Who is/was the incumbent of the position being vacated?

· Where and when did/is the employee going?

· What is a brief reason for the vacancy?
· From the authorized Unit Manning Document (UMD) for the organization, what are the Manpower Position Control Number (MPCN)-permanently authorized/funded position number; the Org Structure Code (OSC), Program Element Code (PEC), and Functional Account Code (FAC)?

· If this is an overhire position, has it been approved by the appropriate Civilian Employment and Cost Management Committee/Board (CECMC/B)?

· What is the official CPD/PD number (also known as the Civilian Personnel Control Number (CPCN), indicated on the front page of the CPD/PD)?
· What is the position sensitivity for this position?  Is this a Key or Emergency Essential position?

· Is the position covered by the Acquisition Professional Development Program (APDP)?

· Is this a Career Program covered position?
· How would you like to recruit (internal {Air Force employees}; external; by name request, etc)?

· Who is the POC (name and phone number) for questions/additional information?

Cancel/Establish/Fill Actions:  This action is used when the submitting organization wants to cancel an existing position, and establish and fill a new position – a request for reclassification.  We need:

· the same information as above, except we need a copy of the current CPD/PD, and proposed CPD attached to the RPA.

Draft position descriptions that accompany requests to establish new positions must be in the CPD format.  Templates are available to assist you when writing position descriptions in this new AF-approved format.  These requests require substantiating documentation that explains the need for a reclassification action.
Review Actions:  This action typically is used when management requests a Position Classification Review of an existing permanent position.  We need:

· the same information as required for the Cancel/Establish/Fill Actions, except, of course, you do not need to include where/when the employee is going, for presently encumbered positions.
Reviews and the action just above involve a more lengthy process than processing routine fill vice actions.
Noncompetitive Promotion Actions:  These requests are for employees who are in targeted positions (i.e., GS-07, Target GS-09), where there is a known growth potential of such positions.  We need a copy of:

· the position description CPD/(PD);

· organizational chart;

· and any other supporting documentation attached to the RPA.

The immediate supervisor or other authorized management official in the direct line of supervision must approve/concur that the incumbent is performing satisfactorily and is ready for the next higher grade level.
In the remarks section, please include the following information:

· When was the employee hired in the position?  (The employee typically must have at least one year time-in-grade to be promoted to the next grade).

· What are the MPCN, OSC, PEC, and FAC?
· What are the CPD/PD Number and CPCN?
· What is the position sensitivity?  Is this a Key Position?

· Who is the POC (name and phone number) for questions/additional information?

Conversion to Appointment Actions:  These requests are normally for conversion from a Veteran Readjustment Appointment(VRA)/Excepted Service appointment to a Career Conditional/Career status appointment.  We need a copy of:

· the CPD/PD;
· organizational chart;

· and any other supporting documentation attached to the RPA.

In the remarks section, please include the following information:

· When was the employee hired into the position?

· For permanently authorized/funded positions, what is the MPCN, and what is the OSC?

· What is the CPD/PD/CPCN from the front page of the position description document?
· What is the position sensitivity?  Is this a Key Position?
· Who is the POC (name and phone number) for questions/additional information?

------------------------------

On the electronic RPA, there is a NOTEPAD; please feel free to use the notepad or the remarks section (page 4), to document everything—the more information you give us, the better we will be able to serve you.
Of note is the fact that some organizations still do not have access to use of the electronic RPA via Modern HR/Oracle system.  In these cases, a hard copy of the Standard Form (SF 52), Request for Personnel Action, will need to be signed and submitted by authorized requesters, and submitted along with the information described above, to the Civilian Personnel Flight, Classification Section.  Other requests such as those involving separation, termination, etc., not covered above, are processed differently.

[image: image6.wmf]If you have any questions, please feel free to call our Position Control Technicians or your Classification Specialist at 21 MSS/DPCC.  Our phone numbers are 6-8270/6-3164/6-5729.
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ANNOUNCEMENT #: AF SES 03-06

OPENING DATE:  13 Jan 04






CLOSING DATE: 11 Feb 04

POSITIONS:  PRINCIPAL DEPUTY STAFF JUDGE ADVOCATE, ES-905 

This SES Career Reserved position is assigned a precedence priority code of DV-6 for protocol purposes.


SALARY:    $103,700 - $144,600 per annum.  Higher SES pay rates are subject to Under Secretary of Air Force approval.  SES members are eligible for bonuses and/or ranks and stipends in addition to annual salary.


LOCATION:  Department of the Air Force (USAF), Air Force Materiel Command (AFMC), Office of the Staff Judge Advocate, Wright Patterson AFB OH 


AREA OF CONSIDERATION:  Applications will be accepted from all qualified persons to include reassignment eligible candidates.  Consideration will be extended without discrimination for any nonmerit reason such as race, color, religion, sex, national origin, political affiliation, marital status, age, membership or nonmembership in any employee organization, or nondisqualifying physical handicap.

**APPLICATIONS MUST BE RECEIVED IN THIS OFFICE BY THE CLOSING DATE TO BE CONSIDERED**


1.  BASIC DUTY SUMMARY:  The Principal Deputy is responsible for assisting the chief legal officer of Air Force Materiel Command in managing legal services provided by the headquarters staff, center, base and laboratory legal offices, and the AFMC Law Office.  Provides definitive legal decisions supporting acquisition missions involving nearly one-half the Air Force budget.  Establishes policy and guidance on conflict of interests legislation, environmental law, intellectual property, and data rights.  


The incumbent serves as a principal policy maker for legal matters in support of all AFMC activities, including the acquisition and sustainment of Air Force weapon systems and oversees a diverse functional workforce of military and civilian attorneys, support personnel and reservists at 22 geographic locations.  The incumbent must exercise a high degree of initiative and possess the ability to make independent decisions.  The Principal Deputy must be skillful in influencing high priority programs of great national importance.  Additionally, the incumbent must possess the executive leadership ability and professional stature to support and defend program and policy decisions at the highest levels of government and industry.


2.  QUALIFICATION CRITERIA:  Eligibility will be based upon a clear showing that the applicant has had training, education and experience of the scope and quality sufficient to effectively carryout the assignments of the position.  Candidates must exemplify the corporate perspective, leadership vision, broad experience and character needed in the SES corps not only to satisfy the immediate vacancy, but future vacancies which will occur in a variety of organizations, functions and locations.



A.  MANDATORY TECHNICAL QUALIFICATIONS:  In addition to the executive core competencies, applicants must demonstrate:




(1)  Knowledge of governing statutes, regulations, functions and practices pertinent to the provision of legal advice and services within the Federal agency, including general and civil law areas, such as ethics and standards of conduct, grievances and litigation in EEO/labor law, environmental law, Privacy Act/Freedom of Information Act and acquisition law.  Leadership in acquisition law functions such as acquisition strategy planning, procurement policy, source selection, and implementation of legislation associated with complex government procurements of major weapons systems, logistics support and services, and government contract-related litigation support is highly desirable.




(2)  Knowledge of business management environment including leadership in at least one of the following:




 (a)  Responding to relevant customer requirements (operational and user)






 (b)  Integrating activities/programs with AF/DOD general counsels and other staff offices or other federal agencies






 (c)  Partnering with industry and/or academia


(3)  Applicant must be a graduate from a full course of study in a school of law accredited by the American Bar Association and provide a certificate that proves that the applicant is an active member in good standing of the bar of a state, territory of the United States, the District of Columbia, or the Commonwealth of Puerto Rico.  



B.  MANDATORY EXECUTIVE CORE QUALIFICATIONS:

The Executive Core Qualifications (ECQs) describe the leadership skills needed to succeed in the Senior Executive Service (SES); they also reinforce the concept of an "SES corporate culture." This concept holds that the Government needs executives who can provide strategic leadership and whose commitment to public policy and administration transcends their commitment to a specific agency mission or an individual profession.  Executives with a "corporate" view of Government share values that are grounded in the fundamental Government ideals of the Constitution: they embrace the dynamics of American Democracy, an approach to governance that provides a continuing vehicle for change within the Federal Government.

OPM has identified five fundamental executive qualifications.  The ECQs were designed to assess executive experience and potential--not technical expertise.  They measure whether an individual has the broad executive skills needed to succeed in a variety of SES positions--not whether they are the most superior candidates for a particular position. (This later determination is made by the employing agency.)

Successful performance in the SES requires competence in each ECQ.  The ECQs are interdependent; successful executives bring all five to bear when providing service to the Nation.  Key Characteristics, which reflect possession of the executive qualification, and those Leadership Competencies, which are particularly important to it, supplement the basic definition for each ECQ.  Candidates do not need to have experience in each Key Characteristic to demonstrate possession of the ECQ.  Rather, the candidate's overall record (professional and volunteer experience, education and training, awards, accomplishments, and potential) should indicate that they have the knowledge, skills, and abilities needed to succeed in the SES.


(1)  Leading Change: This core qualification encompasses the ability to develop and implement an organizational vision which integrates key national and program goals, priorities, values, and other factors. Inherent to it is the ability to balance change and continuity--to continually strive to improve customer service and program performance within the basic Government framework, to create a work environment that encourages creative thinking, and to maintain focus, intensity and persistence, even under adversity.  Key characteristics include:



(a)  Exercising leadership and motivating managers to incorporate vision, strategic planning, and elements of quality management into the full range of the organization's activities; encouraging creative thinking and innovation; influencing others toward a spirit of service; designing and implementing new or cutting edge programs/processes.



(b)  Identifying and integrating key issues affecting the organization, including political, economic, social, technological, and administrative factors.



(c)  Understanding the roles and relationships of the components of the national policy making and implementation process, including the President, political appointees, Congress, the judiciary, state and local governments, and interest groups; and formulating effective strategies to balance those interests consistent with the business of the organization.



(d)  Being open to change and new information; tolerating ambiguity; adapting behavior and work methods in response to new information, changing conditions, or unexpected obstacles; adjusting rapidly to new situations warranting attention and resolution.



(e)  Displaying a high level of initiative, effort, and commitment to public service; being proactive and achievement-oriented; being self-motivated; pursuing self-development; seeking feedback from others and opportunities to master new knowledge. 



(f)  Dealing effectively with pressure; maintaining focus and intensity and remaining persistent, even under adversity; recovering quickly from setbacks.


(2)  Leading People:  This core qualification involves the ability to design and implement strategies which maximize employee potential and foster high ethical standards in meeting the organization's vision, mission, and goals.  Key characteristics include:



(a)  Providing leadership in setting the workforce's expected performance levels commensurate with the organization's strategic objectives; inspiring, motivating, and guiding others toward goal accomplishment; empowering people by sharing power and authority.



(b)  Promoting quality through effective use of the organization's performance management system (e.g., establishing performance standards, appraising staff accomplishments using the developed standards, and taking action to reward, counsel, or remove employees, as appropriate).



(c)  Valuing cultural diversity and other differences; fostering an environment where people who are culturally diverse can work together cooperatively and effectively in achieving organizational goals.



(d)  Assessing employees' unique developmental needs and providing developmental opportunities which maximize employees' capabilities and contribute to the achievement of organizational goals; developing leadership in others through coaching and mentoring.



(e)  Fostering commitment, team spirit, pride, trust, and group identity; taking steps to prevent situations that could result in unpleasant confrontations.



(f)  Resolving conflicts in a positive and constructive manner; this includes promoting labor/management partnerships and dealing effectively with employee relations matters, attending to morale and organizational climate issues, handling administrative, labor 


(3)  Results Driven:  This core qualification stresses accountability and continuous improvement. It includes the ability to make timely and effective decisions and produce results through strategic planning and the implementation and evaluation of programs and policies.  Key characteristics include:



(a)  Understanding and appropriately applying procedures, requirements, regulations, and policies related to specialized expertise; understanding linkages between administrative competencies and mission needs; keeping current on issues, practices, and procedures in technical areas.



(b)  Stressing results by formulating strategic program plans, which assess policy/program feasibility and include realistic short- and long-term goals and objectives. 



(c)  Exercising good judgment in structuring and organizing work and setting priorities; balancing the interests of clients and readily readjusting priorities to respond to customer demands.



(d)  Anticipating and identifying, diagnosing, and consulting on potential or actual problem areas relating to program implementation and goal achievement; selecting from alternative courses of corrective action, and taking action from developed contingency plans.



(e)  Setting program standards; holding self and others accountable for achieving these standards; acting decisively to modify them to promote customer service and/or the quality of programs and policies. 



(f)  Identifying opportunities to develop and market new products and services within or outside of the organization; taking risks to pursue a recognized benefit or advantage.


(4)  Business Acumen:  This core qualification involves the ability to acquire and administer human, financial, material, and information resources in a manner which instills public trust and accomplishes the organization's mission, and to use new technology to enhance decision making.  Key characteristics include:



(a)  Assessing current and future staffing needs based on organizational goals and budget realities. Applying merit principles to develop, select, and manage a diverse workforce.



(b)  Overseeing the allocation of financial resources; identifying cost-effective approaches; establishing and assuring the use of internal controls for financial systems.



(c)  Managing the budgetary process, including preparing and justifying a budget and operating the budget under organizational and Congressional procedures; understanding the marketing expertise necessary to ensure appropriate funding levels.



(d)  Overseeing procurement and contracting procedures and processes.



(e)  Integrating and coordinating logistical operations.



(f)  Ensuring the efficient and cost-effective development and utilization of management information systems and other technological resources that meet the organization's needs; understanding the impact of technological changes on the organization.


(5)  Building Coalitions/Communications:  This core qualification involves the ability to explain, advocate and express facts and ideas in a convincing manner, and negotiate with individuals and groups internally and externally. It also involves the ability to develop an expansive professional network with other organizations, and to identify the internal and external politics that impact the work of the organization.  Key characteristics include:



(a)  Representing and speaking for the organizational unit and its work (e.g., presenting, explaining, selling, defining, and negotiating) to those within and outside the office (e.g., agency heads and other Government executives; corporate executives; Office of Management and Budget officials; Congressional members and staff; the media; clientele and professional groups); making clear and convincing oral presentations to individuals and groups; listening effectively and clarifying information; facilitating an open exchange of ideas.



(b)  Establishing and maintaining working relationships with internal organizational units (e.g., other program areas and staff support functions); approaching each problem situation with a clear perception of organizational and political reality; using contacts to build and strengthen internal support bases; getting understanding and support from higher level management.



(c)  Developing and enhancing alliances with external groups (e.g., other agencies or firms, state and local governments, Congress, and clientele groups); engaging in cross-functional activities; finding common ground with a widening range of stakeholders.



(d)  Working in groups and teams; conducting briefings and other meetings; gaining cooperation from others to obtain information and accomplish goals; facilitating "win-win" situations.



(e)  Considering and responding appropriately to the needs, feelings, and capabilities of different people in different situations; is tactful and treats others with respect.



(f)  Ensuring that reports, memoranda, and other documents reflect the position and work of the organization in a clear, convincing, and organized manner.


     C.  DESIRABLE QUALIFICATIONS



(1)  A complementary assignment in another career area, such as program management, logistics management, plans and programs, contracting, financial management, is highly desirable.




(2)  Breadth of experience in multiple organizations and at multiple levels.  Headquarters level experience at the MAJCOM level or above, plus assignments at two or more centers (at least two installations) is highly desirable.  Relevant experience in the corporate and/or private sector is also desirable.

3.  ADDITIONAL INFORMATION


a.  LOCATION.  
Headquarters Air Force Materiel Command, Wright-Patterson Air Force Base is located near Dayton, Ohio, birthplace of aviation.  Military aviation centered in the Dayton area on the heels of the Wright brothers' successful early flights over what was then called Huffman Prairie, and now part of Wright-Patterson.  The surrounding communities of the upper Miami River Valley are attracting new businesses, expanding the technological base, and enhancing academic programs to make the area the center of aeronautical excellence.  Dayton is a city of contrasts.  From the quiet river meadows to the sounds of sophisticated entertainment, it is a progressive modern city rich in history and the atmosphere of a town that remembers to be friendly.  Fine universities, museums, parks and more, provide residents with a wide range of cultural and recreational opportunities


b.  MOBILITY.  Organizational and at times geographical mobility is highly desirable for SES members.  It can add breadth and depth to the experience of the member along with greater responsibilities and challenges.  Therefore, there may be times in a member's career when a reassignment has advantages to both the member and the Air Force and may be management directed.



c.  EXECUTIVE PERSONNEL FINANCIAL DISCLOSURE REPORT (Standard Form 278).  Selectee must file this report in accordance with the Ethics in Government Act of 1978 (PL 95-521).  In addition, this position is subject to the post-employment restrictions of Sections 207(a) and (f) of Title 18, United States Code.


d.  SECURITY CLEARANCE.  This position has been designated Critical-Sensitive and the selectee must be eligible for a US government Top Secret security clearance. 



e  DRUG TESTING POSITION:  Incumbent is subject to random urinalysis for drug use as condition of employment.



f.  TRAVEL.  Travel by air, including military air, is required.


g.  VETERAN PREFERENCE:  Veteran preference is not applicable to the SES.


h.  PROBATIONARY PERIOD.  Selectee will be subject to a one-year probationary period in the Senior Executive Service, unless the required probationary period has already been served.


i.  AIR FORCE’S SENIOR LEADERSHIP ORIENTATION COURSE (SLOC).  Attendance is required for new SES members within 12 months of appointment.

4.  HOW TO APPLY:  To receive full consideration, each applicant must submit AN ORIGINAL AND 7 COPIES of the following: (Please provide information in the order as stated below.  If copying your application package 2-sided, please make sure all pages are copied upright--not head-to-foot.  Do not individually bind or staple copies.  You may, however, 3-hole punch the 6 copies of your application package.)


ORIGINAL +7 copies



a.  RESUME (See attached RESUME format):  This resume format is required for the executive level evaluation to facilitate a consistent review of candidate information.  (A SF-171 or OF-612 may be submitted, but is not encouraged.)



b.  TECHNICAL QUALIFICATIONS STATEMENT:  Provide specific examples of your experience, education and accomplishments which directly respond to the TECHNICAL MANDATORY and DESIRABLE QUALIFICATIONS listed in paragraph 2A, and C (not to exceed 4 pages).  Adequate consideration for both positions requires that you address experience applicable to systems relevant to each position being filled.  


c.  EXECUTIVE QUALIFICATIONS STATEMENT:  Address the EXECUTIVE CORE QUALIFICATIONS (ECQ) paragraph 2B (1-5).  This statement requires an endorsement by an executive in your supervisory and/or functional chain who is knowledgeable of your managerial qualifications.  Further guidance is provided in the attachment.  The ECQ statement and endorsement (s) may not exceed 10 pages. NOTE:  Letters of recommendation from persons able to evaluate past executive success in the executive activity areas may also be provided.  (Such references do not replace the requirement for the Executive Qualifications Statement that is signed or endorsed as described above).


d.  A List of Publications that you have authored.  Provide title, date, and any co-authors, clearly indicate if you are the first author and state the impact of any publication on the scientific and/or technical community.



e.  A copy of your Most Recent Appraisal/Evaluation.  (AF employees, please provide AF Form 860A—both sides—rating & narrative rationale or AFMC Form 280 Part I and II)



f.  If a current or former government employee, a copy of your Most Recent SF-50, Notification of Personnel Action, which shows current pay status.



ORIGINAL ONLY



g.  A completed SF Form 181, Race and National Origin Identification.  Completion of this form is voluntary and is available from World Wide Web.  (WWW) Site: http://www.opm.gov/forms/html/sf.asp 


h  A SF-256, Self Identification of (Reportable) Handicap.  This form is voluntary and is available from World Wide Web (WWW) Site:  http://www.opm.gov/forms/html/sf.asp 


DO NOT SUBMIT ANY ADDITIONAL INFORMATION.  Superfluous materials such as:  Copies of position descriptions, award certificates and transmittal letters will not be forwarded for review.

SEND THE ORIGINAL AND 7 COPIES OF YOUR COMPLETED APPLICATION PACKAGE TO THE FOLLOWING ADDRESS (Please do not staple or bind and three hole punched is preferable):

HQ AFMC/DPK (AF SES 03-06)

SENIOR CIVILIAN MANAGEMENT OFFICE


4375 CHIDLAW ROAD, RM B221


WRIGHT-PATTERSON AFB OH 45433-5006


FORWARD YOUR COMPLETE APPLICATION PACKAGE SO THAT IT WILL BE RECEIVED IN THIS OFFICE BY THE CLOSING DATE shown on the first page of this vacancy announcement.  (Questions regarding this announcement may be directed to Ms. Leola Lee at (937) 257-1094).

METHOD OF EVALUATION OF CANDIDATES:  Candidates’ technical and managerial qualifications for this position will be evaluated by a single screening panel composed of a diverse mix of senior executives selected for organizational and/or functional backgrounds relevant to these positions.  The panel members will individually review each of the applications in terms of the qualifications criteria contained in this announcement.  Then, they will meet to discuss each application, and reach a consensus decision as to the best qualified, qualified or not qualified candidates.  The panel will determine the need to interview all of the best-qualified candidates or the most highly qualified of this group based upon consistently applied criteria.  All best qualified candidates are referred to the selecting official, the AFMC Commander, in priority order.  Final selection of a candidate is contingent upon Air Force and Office of Personnel Management approval.

This agency provides reasonable accommodations to applicants with disabilities.  If you need a reasonable accommodation for any part of the application and hiring process, please notify the office identified in paragraph 4.  The decision on granting reasonable accommodation will be on a case-by-case basis.


Learn more about the organization by visiting the following Web sites:


Headquarters Air Force Materiel Command, Wright-Patterson AFB OH:  https://www.afmc.wpafb.af.mil

Vacancy announcements for all Air Force executive positions are available on the following websites:

http://www.afmc.wpafb.af.mil/HQ-AFMC/DP/dpk

http://www.dp.hq.af.mil/afslmo/afslmose/vacancy.htm

http://www.usajobs.opm.gov

THE AIR FORCE IS AN EQUAL OPPORTUNITY EMPLOYER

RESUME FORMAT


5.  Application/Resume:  A signed and dated  Resume in the following format is required and should be typewritten.


Job Information:  Announcement number (AF SES 03-06) and title of the job to which you are applying.


Personal Information:  Full name, mailing address (with Zip Code), day and evening phone numbers (with area code), and complete 


E-Mail address where you would like to receive correspondence regarding your application.


Social Security Number (SSN):  We request your SSN under the authority of Executive Order 9397 in order to keep your records straight; other people may have the same name.  As allowed by law or Presidential directive, we use your SSN to seek information about you from employers, schools, banks, and others who know you.  Your SSN may also be used in studies and computer matching with other Government files, for example, files on unpaid student loans.  If you do not give us your SSN or any other information requested, we cannot process your application, which is the first step in getting a job.


Country of citizenship

Reinstatement eligibility

Geographic Availability:  Selectees for SES positions may be subject to geographic mobility in future assignments.  (Indicate "ANY" if you are available for all potential geographic locations.  If availability is limited, note the pertinent location(s) or geographic area(s).  

Lowest pay you will accept (For individuals who are not current federal employees)


Highest Federal civilian grade held (Also give job series and dates held)


Education:
High school (Name, City, and State (Zip Code if known) & Date of diploma or GED




For all Colleges or Universities attended, provide the Name, City, and State (Zip Code if known); Major(s); and 




Type and year of degree(s) received (if no degree from a particular school, show total semester or quarter credits earned 

and dates attended)


Work Experience:  Give the following information for current and previous paid and non-paid work experience related to the job for which you are applying.  (Do not send job descriptions.)



Starting and ending dates (month and year)



Job title (for government position, include civilian series and grade or military rank)



Employer's name and address



Supervisor's name and phone number            *Indicate if we may contact your current supervisor


Salary



Hours per week



Number of employees supervised



Duties and accomplishments (summarized in one paragraph)


Other Qualifications


Job-related training courses (title and year)



Job-related skills, for example, other languages and computer software/hardware



Job-related certificates and licenses (current only)



Job-related honors, awards, and special accomplishments, for example, publications, memberships in professional or 



    honor societies, leadership activities, public speaking, and performance awards (Give dates but do not send 



    documents unless requested.)


References:  Provide the names, addresses, and telephone numbers of three individuals who can comment on your qualifications for this position.  (Please do not list supervisors already listed above.)

EXECUTIVE CORE QUALIFICATIONS FORMAT


6.  An Executive Qualifications Statement addressing the mandatory managerial qualification requirements [PARA 2C (1-5)].  This must be included as a separate attachment, either written or endorsed (with original signature and date) by an executive in your supervisory and/or functional chain who is knowledgeable of your managerial qualifications.  This narrative statement must be a "stand alone document" and is the primary basis for the evaluation of your managerial qualifications by the Qualifications Review Board (QRB) convened by the Office of Personnel Management (OPM).  The QRB is comprised of senior executives representing a variety of agencies government-wide.  It should not be assumed that the QRB membership has knowledge of the complexity or content of DoD or other specific organizations, missions or programs.  Your responses to the five Executive Core Qualifications (ECQs) must describe the context and the results of your achievements in lay terminology, free of jargon and excessive reliance on acronyms.  OPM suggests the following approach:


Start your Executive Qualifications Statement with a brief summary (approximately 1/2 page) of your managerial experience or potential before addressing the five ECQs.  This gives the QRB an overview of your executive qualifications.  


Then, for each of the five ECQs, provide at least one example of your qualifications using four elements.  



(1)  Challenge:  Describe a specific problem or goal.


(2)  Context:  Talk about the individuals and groups you worked with, and/or the environment in which you worked, to tackle a particular challenge (e.g., clients, co-workers, members of Congress, shrinking budget, low morale.)



(3)  Action:  Discuss the specific actions you took to address a challenge.



(4)  Result:  Give specific examples of the results of your actions.  These accomplishments demonstrate the quality and effectiveness of your leadership skills.

NOTE:  A narrative description of 1 or 1-1/2 pages per ECQ is normally sufficient.

Keep in mind that competence in executive core qualifications may be demonstrated in a variety of ways, including supervisory/managerial responsibilities; special assignments, such as task forces; or as a specialist responsible for much of the technical work on a plan, budget, or other project.  It is also useful to cite relevant formal training, such as OPM's SES Candidate Development Quarterly Seminars which are designed to address one or more key characteristics listed in the five ECQs. 


Your statement should include evidence of most, if not all of the competencies identified in the five ECQs and contain enough representative examples to provide a sound basis for reviewers to assess the breadth and depth of your executive qualifications.  You must show that you are competent to assume leadership responsibilities relative to the core qualifications. 


Executive Qualifications Statements, which do not clearly address the five ECQs (listed below) in the challenge/context/action/result 


(C-C-A-R) model format will not be considered adequate for evaluation.  Examples of good qualifications statements and use of the


C-C-A-R model is provided in OPM's Guide to SES Qualifications, (Dec 97) available on our web site (see paragraph 4. of this announcement).
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