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PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:  

The primary purpose of this position is:  To provide technical support to the Air Force Publishing Office Product Development Branch.  Provide total information technology and Air Force publishing customer service to Secretariat, Air Staff, other special staff elements, MAJCOMS, FOAs, and DRUs that have responsibility for developing Departmental publications.
The organizational location of this position is:  AFDPO, 2822 Doherty Drive, Building 94, Suite 302, Joint Base Anacostia-Bolling DC 20332-1111
__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES: 

The organizational goals or objectives of this position are:  To efficiently and cost effectively manage the overall development and publishing of Air Force departmental-level administrative information publishing products; and to ensure timely availability of all information products to meet Air Force requirements and customer needs.  To provide technical formatting, procurement, and office management support for AFDPO.  To provide publications and forms development service to customers Air Force wide; to give guidance to offices of primary responsibility (OPR) and assist them in complying with Air Force Publications and Forms Management guidance.
__________________________________________________________________________________________________

DUTY 1:







40%
Critical



Provides publishing review analyst (PRA) support.  Tracks all incoming and outgoing work via the Air Force Information Management Tool (AFIMPT).  Maintains all publishing work in progress daily using AFIMPT.  Incumbent receives, reviews and routes all publishing requests to the appropriate analyst based on the functional area assigned or returns the request to the customer for corrective action. Reviews and maintains updated changes and procedures for AFIMPT and the warehouse management system (WMS) and provides updates to all users in AFDPO/PPP.
I logged into (Adobe Acrobat) Air Force Publishing Tools (AFIMPT) selecting the products that are assigned under my area of responsibility.  Manage and analyze publication that comes from Air Force-wide (Secretariat, Air Staff, major commands (MAJCOM), field operating agencies (FOA), direct reporting units publishing support.  I provides publishing review analyst (PRA).  I track all incoming and outgoing periodic reviews.  I click on catalog then I click on publications products, under advanced search departmental.  Then clicking on status for review pending approval, then I click on action review, and then to issuing organization level departmental.  Then I scroll down to the bottom and click on products pending review.   Then I click on a product to review then I verify that AF673/AF399 is uploaded in AFIMPT.   Then I click on complete review menu item.  Then I click on approve and review to complete.  Then also click to disapprove if no AF673/AF399 has been uploaded.  Review for product is now completed.  

For example I select on a chosen publication AF91-105, I click open, click in package detail AF673 /AF399 to determined status of AF91-105.  Once in package detail I verify and analyze changes to publication AF673/AF399 making sure AF673/AF399 is attached and correctly signed by OPR or Management.  For action review of this publication AF91-105 approval/disapproval reviewing the outcome, and by interpreting finds from independently develop periodic review studies.  Once I have monitored and analyzed the status of this publication then I will determined status of this publication by updating and saving to archive data electrically using e-publishing website.  Then post current information to e-publishing Air Force wide website.  There are different steps that are taken to be revised using e-publishing, to obsolete, too rescinded, to require revision within 180 days.  I also to certify current publications assigned in my AOR which include Air Education Training Command, and Air Mobility Command.  Update changes to customer contact information using AFIMPT.  
I develop life cycle analyses of publications (AFI91-105) also evaluations of current or projected publish programs.  I evaluate and provide advice to external and internal customers on publications (AFI91-105).  I give methods and procedures for providing administrative support systems such as records, archive, and communication with customers (electronically, by OCS, or email).  If there a problem with a publications, directives, or, forms, archives files, and documentation; then I will open the package review, then open return package review, published packages, an action review required to customer by via AFIMPT website.   I analyze regulations to determine impact on program procedures and management using AFI33-360 AND AFMAN33-361.  

I logged into (Adobe Acrobat) Air Force Publishing Tools (AFIMPT) selecting the products that are assigned under my area of responsibility.  Manage and analyze publication that comes from Air Force-wide (Secretariat, Air Staff, major commands (MAJCOM), field operating agencies (FOA), direct reporting units publishing support.  I provides publishing review analyst (PRA).  I track all incoming and outgoing periodic reviews. I click on catalog then I click on publications products, under advanced search departmental.  Then clicking on status for review pending approval, then I click on action review, and then to issuing organization level departmental.  Then I scroll down to the bottom and click on products pending review.   Then I click on a product to review then I verify that AF673/AF399 is uploaded in AFIMPT.   Then I click on complete review menu item.  Then I click on approve and review to complete.  Then also click to disapprove if no AF673/AF399 has been uploaded.  Review for product is now completed.    

For example I select on a chosen form AFM30-3V8, I click open, click in package detail AF673 /AF399 to determined status of AFM30-3V8.  Once in package detail I verify and analyze changes to forms AF673/AF399 making sure AF673/AF399 is attached and correctly signed by OPR or Management.  For action review of this form AFM30-3V8 approval/disapproval reviewing the outcome, and by interpreting finds from independently develop periodic review studies.  Once I have monitored and analyzed the status of this form then I will determined status of this form by updating and saving to archive data electrically using e-publishing website.  Then post current information to e-publishing Air Force wide website.

There are different steps that are taken to be revised forms using e-publishing, to obsolete, too rescinded, to require revision within 180 days.  I also to certify current forms assigned in my AOR which include Air Education Training Command, and Air Mobility Command.  Update changes to customer contact information using AFIMPT.  I develop life cycle analyses of forms (AFM30-3V8) also evaluations of current or projected publish programs.  I evaluate and provide advice to external and internal customers on forms (AFM30-3V8).  I give methods and procedures for providing administrative support systems such as records, archive, and communication with customers (electronically, by OCS, or email).  If there a problem with a forms, directives, or, publications, archives files, and documentation; then I will open the package review, then open return package review, published the packages, an action review required to customer by via AFIMPT website.   I analyze regulations to determine impact on program procedures and management using AFI33-360 AND AFMAN33-361.  

STANDARDS:
A.  Routinely logs into AFIMPT and assigns all incoming work for the Product Development Branch within one business day.
B.  Regularly plans effective customer service approaches and specific milestones to monitor division activities in response to publishing requests.
C.  Regularly priorities and adjusts where necessary
D.  In most cases, displays a working knowledge of AFIMPT and WMS.

KSA:  1 2 3 7
__________________________________________________________________________________________________
DUTY 2:







40%
Critical



Provides publishing development analyst (PDA) support.  Accomplishes publishing and forms development tasks using methods and procedures prescribed in AFI 33-360 and AFMAN 33-361.  Completes simple to moderately complicated assignments.  Assists in determining essentiality of requested publications and forms.  Under the guidance of the branch chief or senior management analysts, reviews and analyzes requests for approval of publications and forms received from the assigned functional areas of staff offices of the HAF, and major commands (MAJCOM), Field Operating Agencies (FOA), and Direct Reporting Units (DRU).
On a day-to-day basis I logged in Air Force Information Publishing Tool (AFIMPT) Adobe Acrobat.  Manage and analyze publications and forms from Air Force-wide (Secretariat, Air Staff, major commands (MAJCOM), field operating agencies (FOA), and direct reporting units publishing support.  I provides publishing development analyst (PDA).  I click on catalog, I click all publications and forms products, then I click (PDA) assigned to me.  I click on action review publications and forms.  I analyze internal routes activities of each publication and forms; once publication and forms has been opened, I select the prior publication first.   

For example I certify current, I opened AF673/AF399 to determined status and date/signature of publications and forms.  I opened AFI 4-44 publication then I copy product number, I open document in print/ready, then I save to my desktop.  I paste the product number re-open again the same publication, then adding certified current date under the last date it was publish.  Using the date that I am actually doing publication I click on enable all features, then I click on tools to right, I click on add text, I open to the publication and add the date on the chosen publication AFI 4-44.  Then I save the publication to make sure the date and certified current date in package detail matches before posting to AFIMPT website.  Then I upload publication to my desk top to AFIMPT with changes.  After changes to desktop publication then I click on attachment to add upload, then I click on attachment, click on print/ready and click on 673 save document to be upload to website, I check to make sure everything is correct before posting to              e-publishing website.  

I provides publishing development analyst (PDA).  I click on catalog, all publications and forms products, then I click (PDA) assigned to me.  My publication and forms are assigned to me from Senior Management Analyst.   I click on action review publications and forms.    When I do a new publications I do all the steps above, I click package detail to add a published date.  Then I make sure certified date matches, I upload (CFETP/ QTP) from print/ready to my desk top.  I changed date on (CFETP/QTP) save changes and I upload to e-publishing AFIMPT website.  

For example I click on publication (CFETP/QTP).   I click open AF673 /AF399 to determined status of (CFETP/QTP).  I open document in print/ready, copy a product number, then I save documents to desk my top. I click to closed then click on enable all features and I click tools then I add text.  There are different steps that are taken to be revised using e-publishing, to certify current, to rewrite, to obsolete, too rescinded to require revision within 180 days.  To interim change, to view for action, I look at product number, I make changes in package details, I click organization level, I click on issuing organization, and I click on AF673/AF399 to determine publications and forms status certified current or rescinded.  If dates do not match then I send (CFETP/QTP) and AF673/AF399 back to the OPR for correction.  

I also to certify current in package details and not on publications assigned in my AOR which include Air Education Training Command, and Air Mobility Command.  Update changes to customer contact information using AFIMPT.  I develop life cycle analyses of publications (CFETP/QTP) also evaluations of current or projected publish programs.  I evaluate and provide advice to external and internal customers on publications (CFETP/QTP).  I give methods and procedures for providing administrative support systems such as records, archive, and communication with customers (electronically, by OCS, or email).  If there a problem with a publications, directives, or, forms, archives files, and documentation; then I will open the package review, then open return package review, published packages, an action review required to customer by via AFIMPT website.   I analyze regulations to determine impact on program procedures and management using AFI33-360 AND AFMAN33-361.  

STANDARDS:
A.  Routinely processes simple to moderately complicated publications and forms design and analytical assignments from action officers within assigned functional areas.  Under the guidance of the branch chief, performs functional and procedural analysis.
B.  Regularly monitors progress of tasks to ensure completion within prescribed guidelines.
C.  Regularly processes revisions and rescissions to publications and forms.  Designs new publications and forms using guidance provided in the AFI or by the branch chief, or senior management analyst.
D.  On occasion may be asked to provide input needed to develop frequently asked questions (FAQs) or Product Announcements to inform customer of all inventory updates, new, revised, and obsolete products.

KSA:  1 2 3 5 7
__________________________________________________________________________________________________
DUTY 3:







10%
Critical



Participates in the management and monitoring of departmental publications and forms.  Under the guidance of senior management analyst, performs a periodic review of all publications and forms within assigned functional areas.  Determines the extent to which information is duplicated by supplemental publications and forms developed with the commands, the extent of conformity with existing directives and laws, the requirements  and actual usage of each organizational segment by echelon, and the feasibility of combining or revision forms to meet changing requirements and new technology.  Assist in the conversion of paper forms to electronic forms and with the conversion of forms from one format to another as AF enterprise solutions dictate.
I logged into (Adobe Acrobat) using internet explorer, I click to Air Force Publishing Tools (AFIMPT) and I select products that are assigned under my area of accountability.  I used the Air Force publication program for incoming and outgoing work via the Air Force Information Management Tool (AFIMPT).  I provides publishing development analyst (PDA).  I click on catalog, I click all publications and forms products, then click (PDA) assigned to me.  The publication and forms are assigned to me from Senior Management Analyst.   I click on action review publications and forms.    I analyze and manage publications and forms that come from Air Force-wide (Secretariat, Air Staff, major commands (MAJCOM), field operating agencies (FOA), and direct reporting units publishing support.  I click on catalogs I click all publications products, to advanced search departmental.  I click on action review then to status review to pending approval, submit review action for action.  I analyze internal routes activities of each form; once form has been open, I select the previous form first.  Once in package detail I verify and analyze changes to publication AF673/AF399 making sure AF673/AF399 is attached and correctly signed by OPR or Management.  

For example when using Form 77-7 I logged in (AFIMPT) all forms appears, I select form I am working on, I select a file to convert, I download the project files to follow along with the sample file I use the AFIMPT print/ready form.  I open acrobat and I choose tools.  I analyze and prepare form and then I click open to browse to the file to convert to an interactive PDF form.  I convert numerous file types into PDF including I convert Microsoft word.  I also convert excel documents and convert non-interactive PDFs.  I even scanned paper documents to e-publishing AFIMPT website. Once I selected Form 77-7 then I file, and I choose start to prepare the form.  I click text to field properties and I edit text fields, I click such as the field; require letters to be spaced evenly in predefined boxes. I right-click the text field and I choose properties.  I click options in the top of the properties window and deselect all of the options. I select comb and type 2. This limits the text field to two characters and ensures that the field will be filled in properly.  I edit check box properties once I default check box style is a black square. Then I change the style to a check mark (or other symbol), I right-click on the check box and I choose properties.  I click options in the properties window, and I change the check box style to check.  I create a button to clear the form I then add a button to reset form 77-7 to clear data from form 77-7.  

To add this button, I select the button icon from the tool menu.  Then I move mouse to the correct position on the page and click once to add the button.  I save or rename, update Form 77-7.  Then I choose all properties to update information form, I rename form.  I preview and test my form before posting to e-publishing AFIMPT website.  I click on edit mode to test form design, I click the preview button in the upper right-hand corner of acrobat. Once I in preview mode, test the form again by filling out each of the fields. I click return to edit mode, I click the edit button in the upper right-hand corner.  I view form 77-7 again before posting to website, I move back and forth between the two views. After form is lineup it is ready to post form, then I use the posting button to post package.    

I logged into (Adobe Acrobat) using internet explorer, I click to Air Force Publishing Tools (AFIMPT) and I select products that are assigned under my area of accountability.  I used the Air Force publication program for incoming and outgoing work via the Air Force Information Management Tool (AFIMPT).  I provides publishing development analyst (PDA).  I click on catalog, I click all publications and forms products, then click (PDA) assigned to me.  The publication and forms are assigned to me from Senior Management Analyst.   I click on action review publications and forms.    I analyze and manage publications and forms that come from Air Force-wide (Secretariat, Air Staff, major commands (MAJCOM), field operating agencies (FOA), and direct reporting units publishing support.  I click on catalogs I click all publications products, to advanced search departmental.  I click on action review then to status review to pending approval, submit review action for action.  I analyze internal routes activities of each form; once form has been open, I select the previous form first.  Once in package detail I verify and analyze changes to publication AF673/AF399 making sure AF673/AF399 is attached and correctly signed by OPR or Management.  
For example I select on a chosen Form 88 I logged in (AFIMPT) all forms appears, I select form I am working on,  I select a file to convert, I download the project files to follow along with the sample file, I use print/ready AFIMPT archives form. I open acrobat and choose tools.  I analyze and prepare form then I click open to browse to the file to convert to an interactive PDF form.   The same steps above using digital signature, I collect data entered in the form, I pulled automatically from other AFIMPT, and then I scanned document for archive file. I streamline processes by validating and correcting information electronically. 

I Analyze to enhance workflow using collected forms to route information intelligently, store, I organize and manage forms independently like any other document. Daily regularly provides action officers with guidance and advice on publications/forms guidance. Once forms is receives and I analyzes publication of forms prescribed in new and revised prescribing publication.  Then noting all information and data that need to be collected and recorded as departmental forms.  I create standards-based forms easily using intuitive design tools I build forms using mainstream web technologies like HTML, XSLT and CSS.  I convert paper forms into electronic replicas, by keeping their original structure. I publish forms to AFIMPT websites.   I intranets and portals directly from the forms designer, I design forms customer to AFIMPT e-publishing website, then lock forms and field data to protect forms with built-in encryption.

I develop life cycle analyses of forms (Form 88) also evaluations of current or projected publish programs.  I evaluate and provide advice to external and internal customers on forms (Form 88).  I give methods and procedures for providing administrative support systems such as records, archive, and communication with customers (electronically, by OCS, or email).  If there a problem with a forms, directives, or, publications, archives files, and documentation; then I will open the package review, then open return package review, published the packages, an action review required to customer by via AFIMPT website.   I analyze regulations to determine impact on program procedures and management using AFI33-360 AND AFMAN33-361.  

STANDARDS:
A.  Routinely receives and analyzes publications as well as forms prescribed in new and revised prescribing publications; noting information and data that need to be collected and recorded as departmental forms.
B.  Routinely provides practical advice and guidance to customer, develops effective approaches to meet Air Force publishing objectives.
C.  Regularly provides action officers with guidance and advice on publications/forms guidance.
D.  Routinely designs and develops publications and forms using guidance provided by the branch chief or senior management analysts.  Designs publications and forms using prescribed development software.
KSA:  1 2 3 6 7
__________________________________________________________________________________________________
DUTY 4:







10%
Critical



Participates in meetings and discussions.  Attends meetings to resolve problems concerning Air Force, Army, Navy, and Defense Logistics Agency (DLA) use, economic practicability, and operational requirements of the joint services.  Attends seminars and meetings conducted by industry and other government agencies.
I monthly attend AFDPO and SAF/AA meeting and weekly meeting in discussions with Air Force publications, agency administrators.  I attend meeting in subject matter experts and technical personnel, and other federal agency to secure.  I provide information, to investigate facts, to present conclusions, to make recommendations, to obtain concurrence with developed alternate courses of actions; and to mutually resolve problems.  I provide accurate information and satisfactory solutions to publication and forms problems in a courteous manner. I also maintain a cooperative relationship with customers and associates. I provide project officers with guidance and advice on publications and forms policy prescribed in AFI33-360 and AFMAN33-361.

I attend our All Hands meeting monthly, and I participate in discussions, meetings, conferences and conference calls with agency administrative.  I attend meeting in subject matter experts, and technical personnel, and other federal agency officials.  I such interactions are to gain information, to investigate facts, to present conclusions, recommendations, to obtain concurrence and to develop alternate courses of actions; and to mutually resolve problems. 

STANDARDS:
A.  Almost always resolves problems impacting AFDPO and provides input to the publishing Director and supervisor for decision making purposes.  
B.  With few exceptions, prepares clear and accurate briefings.
C.  Ensures that the interests of the OPR and those having collateral interest within the Air Force are sufficiently represented in making recommendations for the development of publications and forms for joint use.  Using training received, seminars, and technical material available, stays abreast of and implements the latest technological advances for publications and forms design and management.
D.  Maintains a cooperative relationship with customers and associates.  Provides action officers with guidance and advice on publications/forms guidance prescribed in AFI 33-360 and AFMAN 33-361.

KSA:  1 3 4 6 7
__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of printing and publishing guidance and policy.
2.  Knowledge of management and organizational techniques.
3.  Knowledge of information management standards and procedures.  Knowledge of information technology hardware and software systems and their interfaces.
4.  Knowledge of application/software to produce a wide range of documents.  Ability to produce briefings involving complex graphics.  Ability to choose and use advanced functions to enhance productivity or meet needs of complex formats such as graphics or tables within text to edit and reformat electronic drafts, and to update and revise existing databases, spreadsheets, presentations, graphics, and web pages.
5.  Knowledge of automated data processing concepts and systems capabilities to accomplish Air Force Departmental Publishing tasks.
6.  Skill in oral and written communication.
7.  Skill in gathering facts and developing conclusions.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required by the Position



Level 1-
6
950 Points

-- This position requires the knowledge of and skill in publishing and printing practices, theories and techniques in order to analyze and properly develop publications and forms, ability to interpret analyze and solve simple problems related to publications and forms management policies. Included at this level is knowledge of the theory and principles of management and organization, including administrative practices and procedures such as those pertaining to AFDPO: channels of communication, routing of correspondence, filing systems, and storage of files and records.  Duties typically involve using qualitative and quantitative analytical techniques such as: publications search; work measurement review; publications/forms action request review; and publishing systems reports.  Assignments require skill in communicating with action officers and other publishing customers to obtain information about their publishing requirements and then to determine how best to meet their requirement.  
Factor 2, Supervisory Controls





Level 2-3
275 Points

Supervisor assigns work within specific functional areas based on program goals and basic priorities.  Within that framework of goals and priorities, the employee independently plans and carries out the assignments, selecting the approaches and methods to be used in solving problems encountered.  Employee refers highly complex matters or those requiring executive action to the Supervisor.  Performance is evaluated in terms of attainment of established goals and objectives.
Factor 3, Guidelines






Level 3-3
275 Points

Guidelines include organizational policies and procedures; written operating procedures and files from past projects and tasks.  While these guidelines are generally applicable, the employee makes adaptions in dealing with unique situations.  Judgment is required in applying regulatory requirements to specific work situations and in providing recommendations on the application of revised guidelines to management decision-makers.
Factor 4, Complexity






Level 4-3
150 Points

The work involves gathering information, identifying and analyzing issues and developing recommendations related to a variety of management services essential to the direction and efficient operation of AFDPO.  Functions include short and long range planning; internal review and control, and improvement.
Factor 5, Scope and Effect





Level 5-3
150 Points

The purpose of the work is to plan and carry out assignments related to publications and forms development, dissemination, and maintenance.  Incumbent provides staff assistance and customer service support to Air Force customers, operating and management officials world-wide. The work contributes to the direction and efficient operation of AFDPO which in turn affects individual organizations ability to provide clear and timely guidance. 

Factor 6, Personal Contacts





*Level 6-Points (see Factor 7)
The contacts are with peers, supervisors, HAF/MAJCOM action officers, and publishing POCs from other agencies . 

Factor 7, Purpose of Contacts









Level 6/7-2B-
75 Points

The purpose of the contacts is to provide publishing support and advice to managers on non-controversial publishing process-related issues.  Contacts typically involve such matters as identifying and recommending publishing processes, deadlines, and alternatives to resolve administrative problems.
Factor 8, Physical Demands





Level 8-
5 Points

The work requires no special physical demands.  It may involve sitting for long periods of time, limited walking, standing, bending, or carrying items such as files or office supplies.
Factor 9, Work Environment





Level 9-
5 Points

Work is typically performed in an office setting with proper heating, ventilation, air conditioning and lighting.  
_________________________________________________________________________________________________

Other significant facts pertaining to this position are:

1.  Work occasionally requires travel away from the normal duty station as well as work other than normal duty hours, which may include evenings, weekends, and/or holidays.

2.  Overtime may be required.

3.  Employee must obtain and maintain a SECRET security clearance.
_________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
OPM Position Classification Standard for Management and Program Analysis Series, GS-343, TS-98 dated Aug 1990; OPM Position Classification Standard for Administrative Analysis Grade-Evaluation Guide, TS 98 dated Aug 1990

FACTOR LEVELS AND POINTS:  1-/6, 2-3/, 3-3/, 4-3/, 5-3/, 6/7-2B, 8-5/, 9-5/

GS-09 Point Range:  1855-2100
Total Points:  1885
Grade:  GS-09
CLASSIFICATION REMARKS:  

CLASSIFICATION STANDARD(S) USED: The Management and Program Analysis Series, GS-343, does not contain grading criteria.  The standard states that nonsupervisory positions at grade GS-09 and above be evaluated by reference to the Administrative Analysis Grade Evaluation Guide.  The Administrative Analysis Grade Evaluation Guide covers administrative work which does not require specialized subject matter knowledge and skills, but does require a high degree of qualitative and/or quantitative analytical skills, the ability to research problems/issues, written and oral communication skills, and the application of mature judgment in problem solving.  Work described in this SCPD falls within this definition; therefore, the position was evaluated in accordance with the factors and work illustrations in the Guide.

__________________________________________________________________________________________________
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