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BACKGROUND INFORMATION

DO NOT REMOVE ANY CARDS
FROM THE ENVELOPE UNTIL

YOU ARE READY TO USE

ANSWER CARD A. INSTRUCTION
ARE ON PAGE iv.

GENERAL INSTRUCT IONS

. Your assistance in completing this inventory is VERY
IMPORTANT. Your answers will be used to:

a. Write job descriptions of your job.
b. Develop training materials.
2. To qualify for this survey:

a. You must have a duty AFSC of 29630, 29670, or 29690.

b. You must have been working in your present job assignment
for at least four weeks.

3. This booklet is in three sections. You must complete all
three sections in order.

SECTION | PERSONNEL INFORMATION (answer directly in fhe
booklet)

SECTION || BACKGROUND INFORMAT!ON (answer on card A)
SECTION I11 TASK INFORMATION
Part |, task checking (check directly in the booklet)

Part |1, time rating (time rate on attached cards)

w
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INSTRUCTIONS
SECTION |
PERSONNEL |NFORMAT ION

: INSTRUCT IONS
Turn to page iil and answer the personnel information
. questions. Print or check your answer directly into the booklet
using a number 2 pencil.
.
:
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CASE CONTROL MUMBER (1-4)

: PERSONNEL INFORMATION
;: PLEASE PRINT INFORMATION REQUESTED AND CHECK APPLICABLE BOXES
: LAST NAME - FIRST NAME - MIDDLE INITIAL S (5-22)

GRADE (23)
E1 E2 E3 E4 ES E6 E7 E8 Z9
AB AMN AIC SGT SSGT TSGT MSGT SMSGT CMSGT
SOCIAL SECURITY ACCOUNT NRUMBER (24-32) | DUTY TELEPHONE EXT
i (24-26) (27-28) (29-32)
CIRCLE THE HIGHEST EDUCATION LEVEL (OR GED EQUIVALENT) YOU HAVE COMPLETED (33-34)
. ELEMENTARY HIGH SCHOOL COLLEGE GRADUATE
0s 06 07 08 09 10 11 12 13 14 15 16 17 18
MAJOR COMMAND (3%)
A G C 3 Y F 'y
AAC ACIC ADC AFAFC AFCS AFLC AFRES
H 3 X P N Q R
AFSC ATC AU HQ COMD HQ USAF HAC PACAF
] T B [ L ]
SAC TAC USAFA USAFE USAFSO USAFSS
PRIMARY AFSC (36-42) | DUTY AFSC (43-49)
PREFIX NUMBER SUFFIX PREFIX N ER SUFE]IX
(36) (37-41) (42) (43) (44-48) (49)
TOTAL MONTHS AT PRESENT BASE| TOTAL MONTHS IN DUTY AFSC

TOTAL MONTHS IN PRESENT JOB

(50-52) (53-8S) (56-58)

NO. OF SUBORDINATES WHO REPGRT

TOTAL MONTHS ACTIVE FEDERAL
TO YOU DIRECTLY FOR SUPERVISINN

TOTAL MONTHS IN CAREER FIELD
MILITARY SERVICE

(s9-61) (62-64) (65-66)

(CARD 2: 5-35)

IF YOU WERE CONVERTED OR RETRAINED, ENTER ORGANIZATION

PREVIOUS AFSC
PREFIX NUMBER UF FIX
5

{CARD 2: 36-73)

PRESENT WORK ASSIGNMENT
(Position or Job Title)

168-72) (73)

(67)
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iNSTRUCTIONS

SECTION 11
BACKGROUND |INFORMAT ION
INSTRUCT IONS
|. Take card A Background Information from your envelope.

2. Read the Background Information questions on pages v
through vi.

3. Answer each question on answer card A. Blacken the circle
that indicates your chofce of answers.

BE SURE YOU HAVE THE RIGHT CARD LINE NUMBER TO ANSWER EACH
QUESTION

4, When you have finished answering the Background Information
questions, check card A, erase any stray marks and replace the
card in tha envelope.
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BACKGROUND INFORMATION

IHDICATE YOUR ANSWERS TO THE BACKGROUND QUESTIONS BY BLACKENING THE
APPROPRIATE CIRCLE ON ANSWER CARD A.

I. | FIND My JOB

(1) Extremely dull

(2) Very dull

(3) Fairly dull

(4) So-so

(5) Fairly interesting
(6) Very interesting

(7) Extremely interesting

2. My JOB UTILIZES MY TALENT

(1Y Not at ali
(2) Very little
(3) Fairly well
(4) Quite well
(5) Very well
(6) Excellentiy
{(7) Perfectiy

3. | WAS ASSIGNED TO MY/ PRESENT CAREER LADRER BY

(1) Completion of fesidegt tgchnical training course

(2) Reclassificatjon withou etlon pf resident technical
training or pn-thé4{job train\ng (OJN)

(3) Direct duty @ssignmént (DDA) fyom has¥c military training
to OJT without bypass test

(4) DDA from basic military fraining by bypass test

(5) Conversior from another AF specialty without training

(6) Retraining from another AF speclalty

(7) Reenlistment from another branch of service

4. DO YOU PLAN ON LEAVING THE AIR FORCE WiTHIN THE NEXT F|VE YEARS?

(1) Yes
(2) No

IF YES, GO TO QUESTION 5.
IF NO, GO TO QUESTION 6.




BACKGROUND INFORMATION

5. INDICATE WHICH YEAR YOU PLAN ON LEAVING THE AIR FORCE

(1) 1973 (2) 1974 (3) 1975 (4) 1976 (5) 1977 or later

6. 0O YOU PLAN TO REENLIST?

(1) No, | plan to retire

(2) No, | plan to separate without retirement benefits
: (3) Uncertain, probably no

: (4) Uncertain, probably yes

(5) Yes

7. ARE YOU COMPLETING THiS USAF JOB INVENTORY UNDER THE DIRECT
SUPERVISION OF THE CBPO O AL SURVEY CONTROL OFFICER?

/

8. ARE YOU COMPLETING THI$ JOB YNVENTORY AT YOUR HOME OR
BARRACKS?

(1) Yes
(2) No

(1) Yes

(2) No \\

9. ARE YOU COMPLETING/THIS JpB INVENT;EK_AI_;ﬁf ORGANIZATION AT
WHICH YOU WORK?

(1) Yes
(2) No

10. HAVE THE INSTRUCTIONS FOR COMPLETING THIS SURVEY BEEN READ
OR EXPLAINED TO YOU?

(1) Yes
(2) No

.
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INSTRUCTIONS

1. ARE YOU PRESENTLY LOCATED AT AN INSTALLATION WHICH IS INSIDE
THE CONTINENTAL U.S. (ZONE OF THE INTERIOR)?

(1) Yes (2) No

12, ARE YOU PRESENTLY LOCATED AT AN INSTALLATION WHICH iS OUTSIDE
THE CONTINENTAL U.S. C(INCLUDING ALASKA AND HAWAI1)?

(1) Yes (2) No

3. HAVE YOU SERVED (N ANY OF THE FOLLOWING DUTIES OR ON ANY
OF THE FOLLOWING BOARDS DURING YOUR CURRENT ASSIGNMENT?

(1) Yes o
IF YES, BLACKEN CIRCLE NUMBER TO THE NUMBER ON ANSWER CARD A
THAT CORRESPONDS TO THE DUTIES E SEPVED IN OR BOARDS YOU

HAVE SERVED ON.

14, AF Form 310 monitor
I5. Air National Guard pdvisa
16, Area fire marshall
I7. Barracks chief
18, Base frequency mgnzger

19. Building custodjan

20. Career counselor

21, CE work order control monitor

22, Complaints NCO

23, Consolidated isolated unit welfare fund custodian
24, Cost reduction monitor

25, Customs inspector

26, Decoration review boards

27. Disaster preparedness NCO

28. Environmental protection committee

(Continued next page)
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INSTRUCTIONS

29‘

30.

31.

32.

33.

34.

35.
36.

37‘

38‘

44,

45.

46‘

47.

EOT council member

Equal opportunity monitor

First sergeant

Ground safety council

Ground safety NCO

Historjan

Human relations monitor

Information NCO

Member of Battle Staf$
control center

NCO advisory counsel

Security/Classified destruction officer

Security NCO

Social actions monitor

Top three board

Vot ing NCO

OTHERS

(Continued next page)
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INSTRUCTIONS

50. FROM WHICH CAREER AREA WERE YOU RETRAINED INTO 296X0?

BLACKEN CIKCLE NUMBER 1 NEXT TO THE NUMBER ON ANSWER CARD A THAT
CORRESPONDS TO THE CAREER AREA FROM WHICH YOU WERE RETRAINED.

51,  29XXX
52.  30XXX
5. 3IXXX
54.  36XXX
55. OTHER

56. HAVE YOU ATTENDED ANY O OLLOWING COURSES?

IF YES, BLACKEN CIRCLE NUMBER\ ! NEXT\TO THE NUMBER ON ANSWER CARD
A THAT CORRESPONDS TO THE f{OURSE OR OQURSES YOU HAVE ATTENDED.

57. 3AZR29670 Communicaftols-Rlectromics Programs
Management

Course

60. HAVE YOU ATTENDED ANY/OF THE FOLLOWING, SCHOOLS?
(1) Yes (2) No

IF YES, BLACKEN CIRCLE NUMBER | NEXT TO THE NUMBER ON ANSWER CARD
A THAT CORRESPONDS TO THE SCHOOL OR SCHOOLS YOU HAVE ATTENDED.

61. NCO Academy
62. NCO Leadership School

63. Senior NCO Academy




INSTZUCTIONS

64. 0O YOU WORK IN ANY OF THE FOLLOWING LEVELS OF ASSIGNMENTS?
(1) Yes (2) MNo

IF YES, BLACKEN CIRCLE NUMBER | NEXT TO THE NUMBER ON ANSWER CARD
A THAT CORRESPONDS TO YOUR LEVEL OF +.SSTGNMENT.

65. HQ, USAF
66. MAJCOM HQ
67. Numbered AF
68. Division
69. Area

70. Wing

71. Group

72. Squadron

P
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BACKGROUND INFORMATION

SECTION 111
TASK INFORMATION
INSTRUCT IONS
I. Read sach task in the booklet. IF YOU DO THE TASK IN YOUR
PRESENT JOB, check ‘the space in the right hand column.
2. If a task you do is NOT LISTED anywhere in the entire booklet,

write it on the blank page at the end of the Booklet. DO NOT
ADD TASKS THAT ARE CLASSIFIED

13




INSTRUCTIONS

RN
A3 A

TIME RATING TASKS
INSTRUCT IONS

I. Take the white TIME SPENT card and task response cards |,
through 3, from the envelope.

2. The white card has the time scale you are to use for your
time ratings.

3. TIME RATE ONLY THE TASKS YOU « {ECKED IN YOUR BOOKLET.

4, Cards |, through 3, are for marking your time ratings.

5. To time rate the tasks you checked in your booklet:
a. Go back to the first task you checked.
b. Decide the time rating you think the task should have.
c. Find the card and card line with that task number.

d. Blacken the circle corresponding to your time rating
with a number 2 pencil.

BE SURE YOU ARE ON THE CORRECT CARD LINE FOR EACH TASK YOU
ARE TIME RATING.

EXAMPLE: Suppose you do tasks | and 3*below, you would check
them in your booklet and then time rate them on your cards.

Evaluate charts or graphs e

Exempt personnel from routine duties 2

Fill supply requisition 31

If you decided you spend a VERY MUCH ABOYE AVERAGE amount of
time at task | (compared to the other tasks you do) you would
blacken circle number 7, on card line |.

I¥ you DID NOT check task 2 in your booklet, you would leave
card line 2 blank.

If you decided you spend an ABOUT AVERAGE amount of time at
task 3, you would blacken circle number 4 on card line 3.

1000000
20000000 14
NOYoYoX YoXo¥o

When you are through time rating the tasks check your cards.
Erase any stray marks and put the cards in the envelope.

~
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JOB INVENTORY
(DUTY -~ TASK LIST) 4
AFSC PAGE | 20 PAGES IF
296X0 DONE
NOW
b A. ORGANIZING AND PLANNING OFFICE FUNCTIONS
Assign personnel to duty positions I
Assign sponsors for newly assigned personnel 2
Determine work requirements for office space, 3
personnel, equipment, or supplies
Determine work priorities 4
Develop Communications-Electronics (C-E) program 5
status charts
Develop emergency personnelf recall prpcedures 6
2
Develop organizational chairts 7
Establish or update file systes or records 8
disposition plans
Establish or update organizatibnal pollicies 9
or_operating instructions
Establish performance standards 10
Establish publications distrijution gffice amounts Il
Establish work procedures 12
PTan distribution or maintenance of correspondence, 13
reports, or records
Plan layout of office facilities 14
Plan or schedule work assignments 15
Plan safety procedures 16
Plan security procedures 17
Prepare job descriptions 18
Schedule leaves 19
—
(Continued next page) 15
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JOB INVENTORY |
(DUTY -~ TASK LIST) i
~rec PAGE 2 oOF 20 PAGES IF L
296X0 23;f 3
:} B. DIRECTING AND IMPLEMENTING OFFICE ACTIVITIES ;
%{ Complete personnel action requests 20 E
? Conduct or participate in staff meetings 21 g
; Counsel personnel on personal or military 22 :
: related problems : ?
e Develop or improve work methodg or 23 H
: procedures
. Direct maintenance or utiligation of loffice 24 :
3 ‘ egui%menT . . -
: stablish or mainTain pubi fcaTions libraries 25 :
P
Implement cost reduction progfams 26
\
Implement physical or adminis{rative [security 27
procedures
Implement safety. procedures or give gafety Y
briefings ;
Implement suggestion programs 29
Interpret policies, directive$, or procedures 30
for subordinates
Maintain status boards graphsjor chafts 3
Requisition supplies or equipment 32
Supervise Administration Personnel (AFS 702%0) 33
Supervise Apprentice Communications-Electronic 34
Programs Management Technicians (AFSC 29630)
Supervise civilian personnel 35
Supervise Communications-Electronics Programs
Management Technicians (AFSC 29670) 36
Supervise General Accounting Personnel (AFS S01AT1) 37
Supervise Telephone Equipment Installer Repairmen 38
(AFS 362X4) .
Write staff studies, surveys, or special reports 39
(Continued next page) 1 .




JOB INVENTORY
(DUTY - TASK LIST)

AFSC PAGE 3 OF

20 PAGES

IF

DONE

C. EVALUATING OFFICE ACTIVITIES

Analyze work load requirements -

40

Evaluate administrative forms, files, or 4
rocedures

Evaluate and correct host=tenant agreemenTs in 42
support of C-E programs management functions

Evaluate compliance with perf?7hance standards 43

Evaluate individuals for prosotion, ﬁemofion, 4
or reclassification 4

Evaluate or answer inspectifon reports 45

e
Evaluate safety or security piocedurds 46

Evaluate suggestions

47

Evaluate maintenance and use ¢f work|space,

equipment, or supplies 48 |
Perform or evaluate self inspgctions 49

Select individuals for specialized training

50

D. TRAINING

Administer or sccre tests

51

Assign resident course instructors

52

Conduct OJT

53

Conduct resident course classroom training

54

Conduct training conferences or briefings

55

Counse! trainees on Training progress

56

{Continued next page)




JOB INVENTORY
(DUTY - TASK LIST)
AFSC PAGE 4 oF 20 PAGES
296X0
Demonstrate how to locate fechnical information 57
Determine OJT training requirements 58
Determine resident course fraining requirements 59
Develop course curricula, plans of instruction 60
(PO!), or specialty training standards (STS)
Develop or review career development course (CDC) 61
material
Develop phase tests for evaluating upgrade 62
tfraining progress
Develop proficency fraining guides 63
Develop resident course curric;ﬁum materials 64
Establish or maintain sTudy,ré?erence files 65
Evaluate OJT trainees 66
pa
Evaluate progress of resident course students 67
Evaluate training methods, Techniqueﬁ, or programs 68
! ]
H
TURN CARD QVER
1
: 1 ; [}
1 Implement or direct training programs 69 |
Plan, direct, or sciedule OJT 70
Procure training aids, space, or equipment 71 i
{
| Verify personnel enrolied in COCs 72
t
; Write test questions 73
Write training reports 74
P
1R
: S
(Continued next page) . g




JOB INVENTORY

(DUTY - TASK LIST)
PAGE 5 OF 20 PAGES iF
296X0 o
E. PERFORMING PLANS MANAGEMENT DUT!ES
Assemble basic plans and annexes into final 75
plans document
Assign serial numbers to unit-prepared plans 76
Compute and forward recommended plans changes 77
to office of primary responsibilify (OPR) .
Coordinate and forward originajﬁd plahs or annexes 78
Determine effects of plans pn/hosT-TewanT agreements 79
Direct staff elements to re(iew plans 80
Distribute incoming plans or apnexes fo functional 81
staff elements
Edit annexes prepared within upits fof compliance 82
to criteria and formaf
Establish suspenses for changep or reyiew of plans 83
Examine mission directives for| complipnce with plans 84
on file
Initate requests for or arrange base support for 85
mobil communications teams
Tmspect plans prepared within units fpr compliance 86
to criteria and format
Inferview staff elements to identify and analyze 87
requirements in support of plans
Mainfain plans libraries 88
Post changes to filed plans " 89
Prepare AFM 23-5, AFCS Mobile Communications Group, 90
requests
Prepare and distribute plans summaries 91
Prepare annexes for programs management functionral
elements 192
Prepare, file, or maintain plans control records 93
Prepare or review agreements with ofher activities 94
to provide C-E services
Prepare plans indexes 95

(Continued next page)

i9




JOB INVENTORY
(DUTY ~TASK LIST) 4
AFSC pace 6 of | 20 paces IF
29€X0 DONE
NOW
Prepare plans tasking two or more unit staff 96
elements or base functional elsments
Provide instructions To staff elements on 97
implementation of plans
Review and provide inputs to host-tenent support 98
agreements )
Review incoming plans for impact on unit mission 99
Review or provide inputs to host-tenant agreements 100
F. PERFORMING PLANNING POKTI =DROGRAM MANAGEMENT
FUNCT IONS
Accompany engineers during Fre-engine,ring surveys 101
Pl
Act as focal point for requirdments reeding 102
AFSC engineering or installatlion asslistance
Advise base commanders on repllies to [site concurrence 103
letters (SCL) or support requlirement{ letters (SRL)
Advise changes of communicatidns-elecjtronic and 104
meterological board (CEMB] membershi
Brief engineers on programs 105
Compile inputs to test plans 106
Conduct research validating C+4E requifrements 107
Convene program courses of action of meetings to 108
establish integrated milestone schedules
Determine functional responsibilities in preparation 109
of C-E implementation programs (CEIP)
Determine or validaTte requirements for additional 110
personnel to support new programs
Determine programming actions required to meef C-E L
requirements
Determine requirements for cryptologic equipment to 112
support programs
Determine requirements for mobile communications 113
support of programs
Establish priorities for C-E installation projects 14
Finalize drafts of SCLs or SRLs prepared by
engineers 115
Initiate follow-up actions to CEMB action items 116 20
(Continued next page)
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JOB INVENTORY
(DUTY = TASK LIST) 14
AFSC PAGE 1 oF 20 paces iF
. 296X0 2:;f
B “Initiate or process requests for mobile communications 17
. support of programming actions
i Notify wire telephone maintenance of traffic study 118
¢ requirements
3 Obfain and review Military Construction Project Data 119
B forms (DD Form 1391) from civil engineers (CE)
s Participate in jolint radar planning groups 120
)
: Prepare and submit budget estimates for inclusion 121
2 in operating budgets !
- Prepare and submiT supporting justification for annual 122 :
& congressional apportionment hearings for funds 3
& Prepare and subm{t teiecommunications service 123 :
3 requests (TSR) ) :
i Prepare CEMB agenda and invifa}ﬁons b participants 124 :
i p
¢ Prepare C-E requirements fop/CEMB approval 125 :
: Prepare directives ouflining compositfion, 126
i responsibilities, and fungfigns of bpse CEMB
) Prepare economic analyses = | 127
: Provide inputs and {usf?ficafior for |required 128
; operational capabilities (ROQ)
3 Provide inputs to responsible [activitlies for " 129
v developing test plans
: Provide major alr command assistance |in resolving 130
plant-in-place record (PIPR) |problens
Receive, analyze, or interpref USAF H-series 130
program documerits
Record minutes of CEMB meetings 132
Request pre-engineering assistance for program 133
development
Research documentation for Communications-Electronic 134
Meteoroloqical program aqgregation codes (CEMPAC)
Research plant-in-place records (PIPR} for future 135
requirements planning
Research 10 3123-10-1~2 fo determine standard facilify 136
equipment |ist (SFEL) requirements
Review 10 year defense communications system plans 137
Review defense Communications Agency (DCA) 138

management improvement plans (MEP) for USAF support

USE CARD 2 ON THE FOLLOWING TASKS

(Continued next page)
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JOB INVENTORY
(DUTY ~ TASK LIST)

PaGE 8 oF

20 PaGes

iF
OONE
NOW

TASKS CONTINUED ON NEXT PAGE FOR CARD 2
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TASKS CONTINUED ON NEXT PAGE FOR CARD 2




JOB INVENTORY
(DUTY - TASK LIST)

AFSC

296X0

20 paces

Review digging permits with CE

139

Review funds expendifure to preclude cost overrun

140

Review or analyze requirements for C-E services

141

Review part |1l of USAF priorlty designator for
precedence rating or designators

142

Solicit requirements for C-E services for presentation
to CEMBs .

143

Submit TnpuT To command, communicatlons, and control
program for new programs

144

Submit requests for peripheral equipmen¥

145

Task subordinate elemenfsA;S/sﬁBmif pf6§ra@\focuméﬁ}s
supporting DCA_improvemeny plans

146

Translate operational reqfirements into programming
concepts and methods N\

147

L/

G. PERFORMING DOCUMENTATION PORTIONOF PROGRAM
MANAGEMENT FUNCT IONS

Accomplish staff coordinafion on program actions
or deletions

Assign unit control numbdr to PC%P#WHRN’TﬁEnqe
Request forms (AF Forms [524)

Coordinate complefed program actions with resgonsibie
agencies .

Determine staff actions required To process
AF Forms 524

Duplicate or distribute AF Forms 524

Incorporate appropriate security guidelines into
rogram documents

Initate requests for support by BCE for consTruction
support annexes

Mainfain unit control registers tor L-t programming
documents

Monitor completion of supporting staff actions in
preparing program documents

Negotiate with personnel of foreign governments for
land, bases, facilities, equipment, or personne |

Obtain signatures of CEMB chairmen on AF Forms 524

ObTain stTatf coordination for CEIPs submiited DYy
subordinate elements

(Continued next page)




JOB INVENTORY
(DUTY - TASK LIST)

AFSC pace |10 o 20 paces

296X0

e A o sk -

I
SINE
NOW

Participate as a voting member on technical evaluation

|60
boards for review of contractors! proposals
Prepare CEIP documents 161
Prepare certificates of installation, removal or 162
relocation of C-E equipment
Prepare draft manpower annexes to CE|Ps 163
Prepare high value AF Forms 524 | 64
Prepare routine AF Forms 524 165
Prepare staff summary sheets for program documents 166
Present CEIPs to CEMBs 167
Process statements of wor{ (SOW) amendments, ‘or 168
changes to AFLC support factivitjes ~\
Provide inputs for prepawafion rr reviéi of SOWs 169
Receive and compile CEIP annexes 170
Review and correct CEIPs submitisd by suborginate 171
elements
Verify CEIP manpower changi/fequiremen duplication 172
Verify secutiy aspects of/brograjy4mpIemenfafion 173
. N
i
H. PERFORMING PROGRAM COMMUN4€A$+6NS-EtEe¥ReJIC SUPPORT
PROGRAM (PCSP) MANAGEMENT
Annotate program C-E support programs functions (PCSP) 174
between editions to reflect program changes
Correlate PCSPs with ATr Force Equipment Management 175
System (AFEMS) records
Correlate PCSPs with Customer account/customer receipt 176
listings (CA/CRL)
Correlate PCSPs with program documents fo Insure 177
compatibility
Inventory C-E equipment with supply 178
Notify program managers of discrepancies and needed 179
correcticns in PCSP documentation
Prepare Data Message Forms (DD Form 1392) for 180

transmission of cards

———

(Continued next page)




JOB INVENTORY

(OUTY -~ TASK LIST) N 4
AFSC page |} or 20 pages | It

296X0 ’-;'_0;:
Prepare Joint Message Forms (DD Form 1731) and send 181

to HQ USAF for PCSP changes
Prepare punch card transcripts to administratively 182
change PCSPs
Proof read PCSP cards 183

[~ Receive and process PCSP workbooks

184

Research PCSPs

185

and costs

Send cards on Communications Security (COMSEC) PCSP 186
changes to Air Force Cryptologic depot (AFCD for review
Task base supply to furnish or verify stock numbers 187

—

|. PERFORMING IMPLEMENTATION PROGRAM
MANAGEMENT FUNCT ION

Brief commanders and staff oTAi;a*ﬁs of ?:;;7 188
programs

Check 80-80 listings agains CEMPlﬁzspEﬁges 189

Maintain scheme folders 190

Obtain data from BCE for pllied support constiuction 191
status reports

Prepare and forward allled supporting structure 192
status reports

Prepare communications-electronics-meteorological 193
program implementation (CEMPIM)

Receive, review, and disseminate program approval 194
notitication

Report status of programs to HQ USAF 195

Review and analyze program impiementation progress 196
reports

Review, correct, or make imputs to EIMS reports 197
Review scheme progress using engineering~-instaliation 198
management system (EIMS) command status reports

Submit as occurs changes to CEMPIMS 199

Take actions required to assure milestone schedules
are met

200

Take action to insure quality control inspections
of installed facilities

201

(Continued next page)




JOB INVENTORY

(DUTY -~ TASK LIST) v

AFSC eace |2 or 2C paces | IF

OONE

296X0 oW

Take action to insure transfer of real property
: . 202
or_equipment after installation

Task maintaining agencies with procurring equipment 203

such as radio crystals, test equipment, or bench stock

Tasx operating agencies with procurring operating

supplies 204
Update CEMPIMS upon scheme completion 205
J. PERFORMING BASE WIRE COMMUNICATIONS PROGRAM (BVCP)

PORTION OF PROGRAM MANAGEMTNT FUNCTIONS
hEBmpile and forward base wire communication pRogram 206
(BWCP) documentation int brochjif{f‘\\ \
i__l
TURN CARD OVE
Compile future BWCP felephpne requfrements fcr 207

base agencies g

Convene BWCP meetings = 208

Examine progress of milit3ry construction and-

209
implementation of approvqd BWCPs
Notify base customers to submit future teleghone 210

requirements

Notify BWCP members of impending conferences

Notify communication unit wire telephone maintenance
section of traffic study recuirements

Prepare and distribute BWCP agenda

Prepare BWCP Requirement Data forms (AF Form 1224)

Prepare BWCP Requirements/Resource Data (Commerical

Leased) forms (AF Form 1265) 215
Prepare Requirements/Resource Data (Government

Owned) forms (AF Form 1225) 215
Prepare minutes of BWCP meetings 217

Receive and confirm schedules

(Continued next page)
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AFSC pace |3 or 20 paces IF
UONE
296X0 oW
Record minutes of BWCP meetings 219
Review and coordinate engineers' recommendations on 220
BWCP
Review military construction projects to determine 221
impact on base wire plant :
Review new C-E programs to determine inpact on base 222
wire plants
Review real property disposal actions to determine 223
BWCP_impact , <
Submit emergency BWCP requirements 224
Submit minutes of BWCP meetings for review 225
K. PERFORMING BUDGETING/FUNCTI
ATtend base budget meetings /////' 1///’ 226
Brief C-E staff officers 0?(6558 budge*s 227
Brief C-E staff officers ?h fease¢ fong 1lne budgeTs 228
Brief C-E staff officers jon |easet—commurrtcations 229
budgets
Brief unit commanders on FFCS unit budgets 230
Brief unit commanders on supply and equipment
budgets P e Sl
Calculate actual leased communications costs 232
Calculate new leased communication requirements 233
Compile inputs for AFCS unit budgets 234
Compile inpufs for base communications portion of
base budgets 235
Compile inputs for leased long line requirements 236
ConducT meefings on AFCS unit budgefs 37
Determine funding category for new programs 238
Draft AFCS unit budgets
239

(Continued next page)
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4
AFSC pace 14 or 20 paces IE
296X0 }NO::
Draft communications portion of budgets 240
Draft leased communications budgets 24}
Draft leased long line budgets 242
Evaluate cost center code expenditure reports 243
Make adjustments to AFCS unit budgets 244
Make adjustments to communications portion of base 245
budgets —
Make adjustments to leased communications budgeTs 246
Make adjustments to Ieased4}9m§7]ine buaaé*i&, 247
Make adjustments to supply/and eiglgmggiibudgéqs 248
Prepare call to host or fenant |+s fd?icommuﬁscaflon 249
ortion of base budget ektimat
Prepare call to unit staff elemenfs for, AFCSAinT 250
b"dgef estimates
Prepare call to unit staff elem for leasegd 25
long line requirements
Prepare call to unit staff efements fop~Supply 252
and equipment requirements
Prepare directives outlinifg unit gtaff 253
responsibilities for budget prepAration
repare requests for unprdgrammed-requiTementsy 254
Review and provide commenils on government accognting
office (GAQO/USAF) audit rieports T 255
RrReview copies of TDY orders and post into budgets 256
Verify or post changes to budgets 257
Write scheme support costs for BWCP projects 258
info annual budgets
L. PERFORMING UNIT ACMINISTRATIVE MANPOWER FUNCTIONS '
Brief commander or staff on manpower actions 259
Conduct annual review of authorized civiiian 260
positions

(Continued next page)
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standardization or missi¢n compliance

v
AFSC pace 15 or 20 paces | it
29640 S
istribute Time cards to work sections or personnel 261
Edit and evaluate manpower requests prepared by 262
other staff elements
aintfaln Time cards on civilians 263
repare manpower reports 264 1
Prepaie or edit organizational position descriptions 265 ]
Prepare input for and review unit mission regulations 266
Prepare or submit manpower requests or manpower change 267
requests
Prepare organization and Tij;}dﬁ pamphléﬁ's\\L 268
Process civilian hiring agtions \ 269
— N \
Process civilian overhirﬁ reque??s 4) } 270
Process civilian personnel posiTton‘iBjﬂorizgj]on 271
__ghangp requesTs
Provide data to manpower engineecifig teams (MET) 272
Review functional statements/for miffjpﬁ’tompliance 273
Review or correct unit detgil lisjyings 274
Receive or disseminate un|t deta—stmgs—t¥pL) 275
to staff or subordinates
Review organizational or functional charts for 276

USE CARD 3 ON THF FOLLOWING TASKS

(Continued next page)
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(DUTY -TASK LIST) 4
AFSC PAGE |7 OF 20 PAGES IF
DONE
296X0 NOW
Review, update, or supplement joint mission 277
regulations
M. MANAGING AND ADMINISTERING COMMERICAL OR GOVERNMENT
FURN|SHED COMMUNiCATIONS SERVICES
Lollect retnbursement for improper long distance 278
telephone calls
ConducT annual reviews of leased communications 279
services e e——————
Conduct research in procugring leased wnications 280
Evaluate actions on Commerical ices Aufhorization 281
forms (DD Form 428)
tvaluate commercial lepse c:ﬁﬁunica? ons sirvice 282
with communications o n_officgrs
Evaluate commerical lease communicaftons sg¢rvices 283
with local telephone company representatives
Examine communications expenditufes alloééfions 284
Examine users for class A to cla§§<§\ra?i5ﬁx 285
Examine verification cr‘TUTT\falls b conTr?l 286
officers
Identify makers of Ion%xdisTaﬁEEAEQTls //' 287
Initiate paperwork for béymszirof ?2222;Zéé| 288
reimoursable items
Maintain list of telephone control officers
289
Maintain Summary of Authorized Equipment and 290
Services forms (AF Form 1076)
Manage CEMB projects in leased communications 29|
Prepare and forward long distance call billing 292
statements for verification
Prepare and submit completion nctices of service
using Equipment Order forms (AF Form 782) 293
Prepare and submit reports on leased commerical
communications 294
Prepare and submit Request for Communication Service 295
forms (AF Form 1218)
Prepare Equipment Order forms (AF Form 782) or AF Form 9 296
for leased maintenance actions on non-tactical radios
Prepare non-tactical priority replacement iistings 297

(Continued next page)
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(OUTY - TASK LIST) 4
AFSC PAGE 18 or 20 paces F
296X0 ﬁﬁ;f
Prepare Public Voucher for Purchases and Services 298
other than Personal forms (SF Form 1034) _
Prepare telecommunications service requests 299
{TSR) and submit to higher headquarters
Present budgeting items to budget working 300
groups (BWG) on communications requirements
Present items on leased communications to CEMB 301
Process or review Custodian Request Receipi forms 302
(AF Form 6016) for non-tactical radios
~Provide fechnical advice for the procurement of 303
commerical communications
Research and prepare Individual Telephone Service 304
Record forms (AF Form 1077) ___
Research and process Loca} Communicatisgs Service 305
Order forms (AF Form |G75)
Research or prepare Local Communications Service 306
Request forms (AF Forpi 1070},
Review current Tists instdiled pay teleghones 307
for commission
Verify services received prior to méking pgyment 308
of leased communications servicgs
Verify transfer or maintenance of non-tattical 309 | ~r~
radios and process bllls

N A\

L’ED TO PAGE xii AND FO TRUCTIdRS FOR TIME RATING

TASKS.

WHEN YOU HAVE COMPLETER ALL RA ON CARDY |-3
YOU WILL HAVE COMPLETED\THIS USAF JOB INYENTORY.

PLACE THE CARDS IN THE ENVELOPE PROV!DEB AND
TURN THiS BOCKLET IN TO YOUR O
SURVEY CONTROL OFF ICER.
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