65th Air Base Wing

Civilian Personnel Phonebook:

In our continuing efforts to provide
you quality service, the Lajes Field
Civilian Personnel Flight (DPC)
encourages all customers to call
ahead to make an appointment so
that we may better assist your
needs. The section telephone num

bers are listed below:

Civilian Personnel Officer
Monica Ritze 5356363

Classification

Eleanore Smits 5355152

Gina Cardoso 5356240

llda Moreira 5353124
Staffing

Eleanore Smits 5355152

Lou Andrade 5353385

Isidro Nunes 5356329

Employee Relations

Jessica Jennings 5353119
Carla Leal 5354160
MJ Ormonde 5355127
Training

http://www.opm.gov/insure/
openseason/index.asp

Connie Santos 5353508
MJ Ormonde 5355127

Data Management
Adriana Castro 5355147

Office Assistant
Veronica Collins 5354208
Customer Service
Miguel Janeiro 5355137
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Portuguese Employee Leave Policy

Portuguese Employees Leave Policy

We would like to remind supervisors and employees they are required to monitor the use of leave
and ensure that it is effectively managed in order to minimize mission impact while ensuring that
employees do not lose vacation days they have earned. Therefore, leave schedules need to be es-
tablished no later than 31 March 2010 in order to afford employees the opportunity to use all ac-
crued leave by the end of the leave year. Any days remaining after 31 December 2010 will be
forfeited. Also, beginning 31 December 2010, automatic leave carryover will no longer be author-
ized. Employees may, however, request an exception to have unused leave carried forward, in
accordance with the terms of Article 56.2 of the Work Regulation. Please contact Carla Leal at
extension 535-4160 if you have any questions.

Politica de Férias para os Trabalhadores Portugueses

Gostariamos de lembrar todos os chefes e trabalhadores que tém a obrigagdo de controlar o gozo
de férias e assegurar uma gestéo eficiente das mesmas de forma a minimizar o impacto na misséo,
ao mesmo tempo assegurando que os trabalhadores ndo percam férias vencidas. Por isso, o plano
de férias deve ser estabelecido até ao dia 31 de Marco de 2010 para dar aos trabalhadores a opor-
tunidade de gozar todas as férias acumuladas até ao fim desse ano. Qualquer periodo de férias
existente apds o dia 31 de Dezembro de 2010 seré perdido. Além disso, a partir de 31 de Dezem-
bro de 2010 néo sera autorizada a acumulacdo automatica de férias. Contudo, os trabalhadores
podem solicitar, a titulo excepcional, para acumular férias ndo gozadas de acordo com o Artigo
56.2 do Regulamento de Trabalho. Contactar Carla Leal pelo telefone 535-4160.

Thrift Savings Plan (TSP)

Check out TSP on the web at http://www.tsp.gov/. There you will find TSP Newsletters, fund
calculators, forms, publications, return/share prices/fund sheets and much more information to
help you manage your account and contributions. Please note that changes to your allocations
among funds and inter-fund transfers are performed on this site.

To start, stop, and increase/decrease your TSP contributions, log
on to the EBIS web application at:

AIR FORCE PORTAL
https://www.my.af.mil/afpc2ww4/ebisii/login.aspx?
poeid=574234263
_Or_

AFPC SECURE
https://wwa.afpc.randolph.af.mil/afpcsecure/default.asp

**Enrollment and changes to your TSP can be made at any ti

e.


http://www.tsp.gov/
https://www.my.af.mil/afpc2ww4/ebisii/login.aspx?poeid=574234263
https://www.my.af.mil/afpc2ww4/ebisii/login.aspx?poeid=574234263
https://wwa.afpc.randolph.af.mil/afpcsecure/default.asp
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NSPS Performance Plans

Performance plans for the rating cycle of 1 October 2009 through 30 September 2010 should be accomplished in the
Performance Appraisal Application, Version 3, found at https://compo.dcpds.cpms.osd.mil/

The development of performance plans is a joint responsibility between the supervisor and the employee and should
be accomplished within the first 30 days of the employees performance cycle. Employees must be on an approved
performance plan for a minimum of 90 days to be eligible to receive a rating of record and any subsequent perform-
ance payout. Each performance plan objective must have at least one contributing factor assigned and should include
some way of measuring the performance of that objective. In addition, the performance plan must be approved by the
higher level reviewer and acknowledged by the employee.

Instruction guides that provide step-by-step instructions for the completion of performance plans are available in the
Performance Appraisal Application.

If you need additional information or assistance, please contact Jessica Jennings at 535-3119.

Information for Supervisors of Non NSPS Employees
Civilian Progress Review Reviséo do progresso do desempenho do trabalhador

Supervisors of employees not covered by NSPS:
This is a reminder of your responsibility to conduct Chefes dos Trabalhadores ndo abrangidos pelo

at least one progress review during the rating pe- ANSPSO (Sistema de Avalia-«o pe
riod (1 April i 31 March). The performance re- Lembramos que é da vossa responsabilidade fazer pelo menos
view is conducted at the midpoint of the rating uma revisdo do progresso do trabalhador durante o periodo de
period (September/October timeframe). Although avaliacdo (1 de Abril i 31 de Marco). Esta reviséo do

this is the requirement, we highly encourage quar- desempenho do trabalhador é feita a meio do periodo de

terly feedback with employees. This approach avaliagdo (entre Setembro e Outubro). Apesar de esta
facilitates open communication and ensures early avaliacdo ser obrigatoria, nds encorajamos todos os chefes a
detection of problem areas. Whether you choose fazerem sessGes de avaliagdo trimestrais. Este tipo de

to only conduct the mandatory midterm feedback abordagem facilita a comunicagéo e permite-lhe detectar mais
or use our recommended quarterly approach, cer- cedo se ha areas probleméticas. Quer faca a avaliacdo a meio
tain requirements must be met. You must use the termo, que é obrigatdria, ou sessdes trimestrais, como nos

empl oyeeds perfor mance rgdmantad-moslhi cer@sirequisitbge deveccamprir. Deve
(elements/standards) to identify how well he/she is usar o plano de desempenho do empregado ou descricédo de

performing in the position. The AF Form 860B servico para identificar qual o desempenho do seu empregado

shall be used to document the mandatory midterm no seu cargo actual . O i mpjr es s
feedback. A copy of the form is provided to the para documentar a sessdo obrigatéria de avaliagio a meio

employee and the original is placed in the Supervi- termo. Uma cOpia deste impresso é entregue ao trabalhador e o

sords Empl oyee Wor k Folofighiléargmdde o fidherddo thabalhador, que é mantido

Performance feedback is a private communication pelo chefe, na divisdo 5. A avaliacdo a meio termo é uma

between you (rating official) and the employee. sessdo privada entre o chefe imediato e o trabalhador. O

The primary focus of the feedback is to identify objectivo principal destas sessdes de avaliacdo €é identificar os

strengths and weaknesses of the employee as re- pontos fortes e fracos do trabalhador em relagéo ao seu

lated to his/her performance. After providing an desempenho. Depois de providenciar uma avaliagio honesta

honest assessment of e asebfeodesenpdni® Ye@adalrsbalhader dévecontihuar a
ance, you should continually mentor your staff and apoiar o seu pessoal e ajudéa-los a alcancar o nivel de

help them reach the desired level of performance. desempenho desejado. Se tiver alguma quest&o ou necessitar
For assistance and questions, please contact our de assisténcia, por favor contacte a nossa Secgdo de Relacdes
Employee Relations Section at extension 535- Empregado/Patronato através do nimero 535-4160.

4160.
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Designated Portuguese Holidays

for 2010

In accordance with Article 51 of the Work Regu-
lation, the following Portuguese holidays will be

observed in 2010:

New Years Day*

Mardi Gras

Good Friday

Day of Liberty

Day of the Worker*
Espirito Santo Monday*
Corpus Christi

Day of Portugal*

Praia da Vitoria Day
Assumption Day

Founding of the Republic

Al | Saints

Immaculate Conception
Christmas Day*

*Personnel required to work on these holidays are entitled to additional day off

which must be taken within 30 days

1 January
16 February

2 Apr

25 April

1 May

24 May

3 June

10 June

11 August
15 August

5 October

6 D a yl November
Restoration of Independence Day 1 December
8 December
25 December
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Feriados Oficiais Portugueses

para 2010

De acordo com o Artigo 51 do Regulamento de
Trabalho, serdo observados os seguintes feriados

portugueses durante o ano de 2010:

Ano Novo*

Carnaval

Sexta-feira Santa

Dia da Liberdade

Dia do Trabalhador*

Segunda Feira E. S.*

Corpo de Deus

Dia de Portugal*

Feriado Municipal Praia da V.
Dia da Assuncéo

Implantagdo da Republica
Dia de Todos os Santos
Restauracdo da Independéncia
Imaculada Concei¢édo

Dia de Natal*

1 Janeiro

16 Fevereiro
2 Abril

25 Abril

1 Maio

24 Maio

3 Junho

10 Junho

11 Agosto
15 Agosto

5 Qutubro

1 Novembro
1 Dezembro
8 Dezembro
25 Dezembro

* O pessoal escalado para trabalhar nestes feriados tem direito a um dia de folga

adicional que deve ser gozado nos 30 dias seguintes.

Federal US Holidays for 2010

Friday, January 1

New Year ds

Day

Monday, January 18

Martin Luther King, Jr. Birthday.

Monday, February 15

Washingtonos

Birthday

Monday, May 31

Memorial Day

Monday, July 5

Independence Day

Monday, September 6

Labor Day

Monday, October 11

Columbus Day

Thursday, November 11

Veterans Day

Thursday, November 25

Thanksgiving Day

Friday, December 24

Christmas Day




WORK SCHEDULES FOR PORTUGUESE CIVILIANS

Supervisors are reminded to submit employeeds wo
ian Personnel Flight thirty (30) days prior to the proposed implementation date to allow for HAAZ coordination and
DST approval.

Portuguese employees cannot be assigned to work hours, shifts or days that deviate from their officially approved work
schedules without prior approval of Portuguese authorities. Also, any work schedules outside Lajes regular duty hours
(0800 to 1700, Monday thru Friday) are considered irregular work schedules and must be submitted for approval.

Changes to approved work schedules are only permissible if: (1) the employee is in agreement and, (2) it is for very
limited periods of time or (3) when unforeseen cases take place (illness, accidents, etc). Vacation cannot be considered
as an unforeseen case.

The following information must be provided with approval requests:
One original plus five (5) copies of the work schedule;
Empl oyeeds statement concurring Or nonconcurr.i

When preparing work schedules please refer to section 9.1.5 of LFI-3®1 for guidance.

Approved work schedules must be posted in the work place so that they are available for review by employees. Pro-
posed work schedules cannot be implemented prior to approval.

For additional information please contact the Employee Relations Section at extension 535-4160 or 535-5127.

HORARIOS DE TRABALHO PARA TRABALHADORES PORTUGUESES

Lembramos os chefes de que os horarios de trabalho para os trabalhadores portugueses com horario irregular ou
a trabalhar por turnos devem ser enviados ao Escritério de Pessoal Civil trinta (30) dias antes da data proposta
para a sua implementacéo, para conceder a0 Comando da Zona Aérea Portuguesa tempo para os coordenar e
enviar 0s mesmos para aprovacao do Delegado Regional de Trabalho.

Os trabalhadores portugueses ndo poderdo trabalhar em horas, turnos ou dias diferentes dos estipulados nos
repectivos horarios de trabalho aprovados, sem prévia autorizagdo das autoridades portuguesas. Além disso, to-
dos os horarios de trabalho fora do horéario regular das base das Lajes (08:00 - 17:00, de segunda a sexta-feira)
sdo considerados horérios irregulares e devem ser enviados para aprovagao.

Apenas sdo permitidas alteracGes ao horéario de trabalho aprovado nas seguintes situag@es: (1) se o trabalhador
estiver de acordo e; (2) se as mesmas forem por periodos de tempo muito limitados ou; (3) para substituir outro
trabalhador em casos imprevistos (doencas, acidentes, etc). As férias ndo sdo consideradas casos imprevistos.

Devera fornecer a seguinte informa¢éo quando submeter os horarios para aprovacao:
Um original e cinco (5) cdpias do horério de trabalho;
Declaracéo de concordancia/ndo concordancia dos trabalhadores e respectivas razoes;

Ao elaborar os horarios consulte a secgdo 9.1.5 do LFI-3®1 para orientagéo.

Os horarios de trabalho aprovados devem ser afixados no local de trabalho para consulta dos trabalhadores. Os
horarios de trabalho propostos ndo podem ser implementados antes de serem aprovados.

Para mais informacdes, é favor de contactar a Sec¢do de RelacGes de Trabalho através dos telefones 535-4160 ou
535-5127.
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PROCEDURES FOR GRIEVANCES AND APPEALS OF PORTUGUESE WORKERS

All 65 ABW employees will be free of restraint, interference, coercion, discrimination or reprisal when/after presenting
complaints over any matter related to conditions of employment or disciplinary actions. Employees have the right to sub-
mit verbal or written complaints to their organizational supervisor within 30 days of the event or occurrence, or at any
time, in the case of a continuing occurrence.

§ Organizational supervisor has 7 calendar days to]re:
§ If the complaint is not resolved to the employee@ds
izational supervisords response to present a for fphal

higher level in the chain of command when the initial decision was made by the organizational commander.
§  Written complaints to organizational commanders must state:
- reason for complaint
- remedial action sought
- may contain other facts or information pertinent to the complaint
§ Organizational commander will review the complaint and render a written decision within 14 calendar days.
-At the organizational commander6s option, a depig
substantive review.
- In this case, the period for rendering a decision is extended by 7 calendar days
§ If the employee is not satisfied with the decision of the organizational commander, he may submit a written com-
plaint to the First Level of Dispute Resolution Wit/
determination.
- Written complaint is submitted to the Wing Commander and the Commander Air Base 4 simultaneously
§  First Level will render a determination or opinion of both parties within 21 calendar days, unless a justified situation
requires a delay.
§  If the employee is not satisfied with the First Level determination, he/she may submit the complaint to the Labor
Committee within 14 calendar days of receipt of the First Level decision.
§ If the employee is not satisfied with the Labor Committee determination, he/she may submit the complaint to the
Standing Bilateral Commission within 14 calendar days of receipt of the notification by the Labor Committee.
§ If the employee is not satisfied with the Standing Bilateral Commission determination, he/she may submit the com-
plaint to the competent court (defined in article 17 of the Labor Agreement) within 60 calendar days of receipt of the

PROCESSO DE QUEIXAS DE TRABALHADORES PORTUGUESES

Os trabalhadores do 65 ABW ndo estardo sujeitos a qualquer restri¢do, interferéncia, discriminagdo, coercao ou represalia
por motive da apresentacdo de queixas sobre qualquer matéria relacionada com as condicGes de emprego ou ac¢des disci-
plinares. Os trabalhadores tém o direito de apresentar queixas orais ou escritas ao seu superior hierarquico no prazo de 30
dias a contar de qualquer facto ou ocorréncia ou em qualquer momento nos casos de ocorréncia continuada.

O superior hierarquico tem 7 dias de calendario para responder a queixa do trabalhador.
No caso de a resposta ndo satisfazer o contetido da queixa, o trabalhador tem 7 dias de calendario, a contar da data de
recepcao da resposta do seu superior hierarquico, para apresentar queixa formal escrita ao comandante de departa-
mento ou ao nivel de commando imediatamente superior na cadeia hierarquica , quando a decisao inicial tiver sido
tomada pelo comandante de departamento.
8§  As queixas formuladas por escrito ao comandante de departamento devem:
- declarar o motivo que lhes deu origem
- a solugdo pretendida
- outros factos ou informacdes julgados pertinentes
§ O comandante de departamento devera aprecia-la e apresentar a sua decisdo por escrito no prazo de 14 dias de
calendario.
- O comandante de departamento podera nomear um funcionario para efectuar a analise substantiva ou process
sual da queixa
- neste caso, o periodo de tempo para tomada de decisdo sera alargado em 7 dias de calendério

§
§
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8 Se o trabalhador néo ficar satisfeito com a decisdo do comandante de departamento podera apresentar queixa por
escrito ao primeiro nivel de resolugdo de conflitos no prazo de 7 dias de calendario a contar da recepcéo da de-
cisdo do comandante de departamento

- neste caso a queixa por escrito deve ser apresentada em simultdneo ao Comandante do Wing e ao CZAA

8 O primeiro nivel de decisdo tomara uma decisdo ou emitara o parecer de ambas as partes no prazo de 21 dias de
calendario, excepto se motivos justificados aconselharem o alargamento deste prazo

8 Se o trabalhador néo ficar satisfeito com a decisdo do primeiro nivel podera apresentar queixa & comisséo laboral,
no prazo de 14 dias de calendario a contar da recepcao da notificacdo efectuada pelo primeiro nivel de resolucéo
de conflitos

§ Se o trabalhador néo ficar satisfeito com a decisdo da comisséo laboral poderd apresentar queixa a comissdo bila-
teral permanente, no prazo de 14 dias de calendario a contar da recepcao da notificacdo efectuada pela comissao
laboral

§ Se o trabalhador ndo ficar satisfeito com a decisdo da comisséo bilateral permanente, podera apresentar queixa ao
tribunal compentente (definido no artigo 17 do Acordo Laboral) no prazo de 60 dias a contar da recepcao da noti-
ficacdo efectuada pela comissdo bilateral permanente

TIME -OFF AWARDS (TOA) PREMIOS DE DISPENSA
Time-off Awards grant time off from duty without loss of ~ Os prémios de dispensa, sem perda de salario ou desconto
pay or charge to leave, and are awarded for superior ac- nas ferias, sdo atribuidos por feito relevante que contribua
complishment that contributes to the quality, efficiency, para a qualidade, eficiéncia ou economia das actividades
or economy of government operations. The intent of a do governo. Este prémio proporciona um reconhecimento
time-off award is to provide an alternate means of recog- alternativo ao prémio monetério. Os chefes podem autori-
nition in lieu of granting a monetary award. Supervisors zar, sem a aprovacéo de chefia superior, prémios de dis-
may approve time-off awards of no more than one work- pensa que ndo excedam um dia de trabalho.
ing day without review and approval of a higher level
official. Limites do Prémio de Dispensa:
§ Os trabalhadores a tempo inteiro podem gozar até 80
Time-off Awards limits: horas de dispensa durante o ano. Cada prémio por
§  Full-time employees may be awarded a maximum of dispensa ndo pode exceder 40 horas.
80 hrs during any leave year. The maximum amount
for a single contribution is 40 hrs. § Os trabalhadores a tempo parcial podem gozar por ano
uma dispensa do servico equivalente a media de horas
§ Part-time employees may be awarded a maximum de trabalho por quinzena. Cada prémio por dispensa
amount of hours for time-off equal to the average ndo pode exceder metade to tempo méximo que pode
number of work hours i n tdereoneddpdurante@aecd s bi weekl y
scheduled tour of duty. The maximum for a single
contribution is one-half of the maximum amounts. 8§ Os trabalhadores perdem o direito de gozar o prémio
de dispensa dentro do prazo de 1 ano a contar da data
§ Employees forfeit any time-off not used within 1 em que 0 mesmo fica disponivel para ser usado.

year from effective date.
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PROHIBITED PERSONNEL PRACTICES

Prohibited personnel practices are those things a Federal employee with personnel authority may not do. A Federal em-
ployee has personnel authority if they can take, direct others to take, recommend, or approve any personnel action. This
includes appointments, promotions, discipline, details, transfers, reassignments, reinstatements, or any decisions con-
cerning pay, benefits, and training. Changes to the law were made to protect whistleblowers and people with veterans
preference. A personnel action includes any significant change in duties, responsibilities, or working conditions which
is inconsistent with the employees salary or grade. People with personnel authorityd managers and supervisorsd are
charged with avoiding the following prohibited personnel practices:

1. DOISCRIMINATE on the basis of race, color, religion, sex, national origin, age, handicapping condition,
marital status, or political affiliation.
2 . DSODhIGIT or CONSIDER any personnel recommendation or statement not based on personal knowledge or

records of performance, ability, aptitude, general qualifications, character, loyalty, or suitability.

3. DCOERGEan empl oyeeds political activity.
4 . DDEGEIME or OBSTRUCTany person with respect to such person:
5. Don't INFLUENCE a person to withdraw from competition.

6 . DGRANTt any preference or advantage not authorized by law, regulation, or rule.

7. DEMIRLEOY or PROMOTE a relative.

8. DREMALIATE against a whistleblower, whether an employee or an applicant.

9. DREMALIATE against employees or applicants who exercise their appeal rights, testify, or cooperate with an
inspector general or the Special Counsel, or refuse to break the law.

10. DIS@RIMINATE based on actions not adversely affecting performance.

11. NIOIATE any law, rule, or regulation implementing or directly concerning the merit principles.

12. VIOIWAGE veterans' preference requirements.

Avoiding prohibited personnel practices will not guarantee you will never have to defend a decision or action, but it
will give you a firm basis from which to start.

For more information see US Code, Title 5A2302 #APrjohik
http://www.law.cornell.edu/uscode/5/2302.html

LEAVE WITHOUT PAY (LWOP)

Leave Without Pay is used to avoid a break in service for career, career-conditional and excepted service employees
who are dependents of a military member or a federal civilian employee and who must relocate because of the transfer
of the head of the household. Such employees, whos]e tr
eligibility, are granted LWOP upon their request for a period of up to 1 year to allow an opportunity to secure federal
employment. A resignation SF-52 must be submitted along with the request for LWOP. The losing supervisor may fill
behind immediately as long as the projected resignation SF-52 has also been submitted by the departing employee. The
purpose and conditions of appointment under the Schedule A dependent hire authority and under the overseas limited
authority are meant only for employment in foreign areas. LWOP may not be granted to any employee serving under
these authorities who is leaving employment for return to the United States unless the employee has eligibility for ap-
pointment under Executive Order (EO) 12362 (as amended by EO 12721), i.e., 12 months service in the overseas area.
An employee who is granted LWOP has to perform duty on the last duty day prior to the start of the LWOP. It is not
appropriate to exhaust annual leave before LWOP in cases where the basis for LWOP is that the employee must
relocate because of the transfer of the head of household. This means they are not expected to return to work.
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Special Emphasis Program Managers
(SEPMSs)

The Civilian Personnel Flight is accepting applications for the
following Special Emphasis Program Manager positions: Black
Employment Program Manager, Hispanic Employment Pro-
gram Manager, Feder al
with Disabilities Program Manager, Asian Pacific Employment
Program Manager and Native American Employment Program
Manager. These positions are open to all current US Air Force
civilian employees and active duty military members. The
incumbent will perform these duties on a collateral basis not to
exceed 20% of the i
work under the supervision of the Chief of Affirmative Em-
ployment, who will be available to provide technical guidance
and assistance. These positions are open until filled. For more
information please contact Monica Ritze at 535-6363.

Wo ma n

ncumbent

Reminder:

The Civilian
Personnel Office is closed
P r feog 080 to i EOR aagle r
Wednesday to perform
in-house training.

Thank you for your
cooperation and patience as
wo r Kraitiigmélpsus T he
better serve your
needs

The meri-t
tions of a system that is efficient, effective, fair, open to

honest, competent, and dedicated employees. As the
federal government experiences continued change in
the management of human resources (centralization,

important that line supervisors and managers incorpo-
rate the merit system principles into every decision
process they use.

all, free from political interference, and staffed by 1.

deregulation, delegation, etc.), it becomes increasingly 2.

Merit System Principles

system pri nci plTkesneriasystemptirtciglesgreu bl i ¢ 6 s

Recruit qualified individuals from all seg-
ments of society and select and advance em-
ployees on the basis of merit after fair and
open competition.

Treat employees and applicants fairly and
equitably, without regard to political affilia-
tion, race, color, religion, national origin, sex,
marital status, age, or handicapping condition.
Provide equal pay for equal work and reward
excellent performance.

Maintain high standards of integrity, conduct,
and concern for the public interest.

Manage employees efficiently and effectively.
Retain and separate employees on the basis of
their performance.

Educate and train employees when it will
result in better organizational or individual
performance.

Protect employees from improper political
influence.

Protect employees against reprisal for the law-
ful disclosure of information in
"whistleblower" situations (i.e., protecting
people who report things like illegal and/or
wasteful activities).

b pl e

i ncyi mbent

expgct a-
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Executive Order 12721

Executive Order 12721 provides appointment authority to individuals who have a
total of 52 weeks on an overseas appointment in an excepted position. With this
eligibility you may apply for any federal position for which you meet qualification
requirements under the Merit Promotion Program. E.O. 12721 is valid for 3 years
after returning to the United States and can be used when applying for jobs any-
where in the United States, including Alaska and Hawaii, Guam, Puerto Rico, or
the U.S. Virgin Islands. You may not apply for jobs in the overseas area under
E.O. 12721. Since E.O. 12721 is not tied to your sponsor, you are not limited to

applying for jobs at your sponsords new d

for any reason, lose your status as a Military Spouse or Family Member, your
eligibility is still valid. Under E.O. 12721, you may apply for as many jobs as you
like and you may decline an offer without penalty. However, E.O. 12721 eligibility
is used once you accept an offer of permanent employment. When reviewing

vacancy announcement s, it is importan
tiond or AWho May Applyo for the posi
ment may |list AE. O. 12721 Eligible,o

unclear, ask the Civilian Personnel Flight advertising the position. Acceptance of a
permanent job offer using the E.O. 12721 eligibility will result in a Career-
Conditional appointment for GS & WG positions or a career appointment under
NSPS authorities.

Air Force Civilian Employment Website

The Air Force Personnel Center has developed a new Air Force civilian
employment website, http://www.afpc.randolph.af.mil/afcivilianjobs, to
educate potential applicants and the general public about available civilian
jobs, the eligibility and application process, and information on finding job
opportunities in various specialties and career fields. "Over the next five
years, the Air Force plans to hire 20,000 more civilians into civil service.
The new civilian employment Web site is a proactive approach to arm job
seekers with every tool they need to confidently apply for Air Force jobs.
The new site will help clarify the Air Force's current civilian hiring process
and provide site visitors with detailed information about available career
fields. The site also helps explain federal employment benefits and educate
on student job opportunities. A link to the "Your Future' employment
campaign can be found, along with all other Air Force civilian employment
opportunities, at the new website. For more information about civilian
employment, please the Civilian Personnel at 535-6329.
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Local National Work
Experience

All new employees are briefed on their
first day of assignment on the need to
submit documentation on any past work
experience they may have; such as non-
federal work for private companies.
Employees have 30 days from their initial
start date to submit a resume with all
work experience.

An employee can submit an OF 612 on
work experience that is on-going with
proof and acknowledgement from
employer.

Updates to experience brief can take up to
30 days.

Experiéncia profissional dos
trabalhadores portugueses

No primeiro dia de admissdo ao service, todos os trabalhadores
séo informados da necessidade de entregarem documentacéo, na
gual conste a experiéncia professional passada que possam ter,
por exemplo trabalho prestado fora da base para empresas
privadas. Os trabalhadores tém 30 dias para entregarem um cur-
riculo com toda a experiéncia profissional apartir da data de inicio
do contracto de trabalho.

O trabalhador pode entregar o impresso OF 612 para actualizar
experiéncia profissional continuada com provas e confirmagao da
entidade patronal.

O processo de actualizacdo da experiéncia do trabalhador pode
demorar até 30 dias.
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Exams

The Training Section of the Civilian Personnel Flight is responsible for administering the
American Language Placement Test (better known as the English exam) as well as typing

/
tests for both base employees and off-base job candidates.

D 4

English exams reverted to a permanent status for anyone testing as of August 2007, per
coordination with USAFE. In order to be at the A level (basic) you need to have a minimum of 50 points; B level
(intermediary) 70 points; and C level (advanced) 90 points.

Typing tests are administered for employees who require certification as a qualified typist. Qualified typists must
type 40 words per minute with a maximum of 3 errors.

Empl oyees6 current position descriptions must
from the typing test requirement. As of January 2009, typing tests are valid for 3 years based on Office of
Personnel (OPM) Qualifications Standards.

For questions on the English exam please contact Connie Santos at 535-3508.
For questions on the typing test please contact M.J. Ormonde at 535-5127.

‘ Exames

A Seccdo de Treino de Pessoal Civil é responsavel por administrar os exames de Lingua de Inglés, bem como, os
testes de dactilografia, tanto a empregados da Unidade, como a candidatos de emprego na mesma Unidade.

Por coordenacdo do USAFE os exames de Inglés, realizados apartir de Agosto de 2007, terdo um estatuto perma-
nente. O nivel bésico de classificacdo A, exige um resultado minimo de 50 pontos; o nivel intermédio B de 70
pontos; e o nivel C um minimo de 90 pontos.

Os testes de dactilografia serdo administrados a empregados da Unidade, que necessitam de certificado de dac-
tilégrafo qualificado. Os dactilégrafos qualificados devem dactilografar 40 palavras por minuto, com um maximo
de 3 erros.

As actuais descricOes de servico dos empregados, devem indicar a exigéncia ou ndo, de um Dactilografo Qualifi-
cado, de forma a descreverem nas mesmas a isencdo ou ndo, da referida exigéncia. Apartir de Janeiro de 2009, os
testes dactilografia serdo validos por um periodo de 3 anos, de acordo com os padrdes de qualificagdo do OPM.

Em caso de davidas relacionadas com os exames de Lingua Inglesa, por favor contactar Connie Santos pelo tele-
fone 535-3508 e Maria Jodo Ormonde em caso de dividas relacionadas com os testes de dactilografia, através do
numero 535-5127.
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Filling Local National
Positions

Filling vacancies

Internal announcements for vacant positions are
open from Monday to the following Friday. Inter-
ested employees must apply by completing the
appropriate forms at the CPF front counter within
that time frame. Applications will not be accepted
after closure of announcement.

The qualification determinations of candidates will
be accomplished by CPF. A referral list identifying
those qualified and their career briefs will be given
to the selecting supervisor.

The selecting supervisor must, as a minimum,
review the system-generated career briefs of all
candidates referred. Interviews are not mandatory
but highly encouraged. If the selecting supervisor
decides to interview, he/she may interview one or
more of the candidates referred. It is not required
that all candidates be interviewed but for those who
are, the same interview questions will be used.

Candidates may inquire as to the status of vacancy
referrals. After CPF has made the job offer and the
candidate accepted the position, the selecting
official will notify the non-selected candidates.

65th Air Base Wing

Preenchimento de vagas

Os concursos internos para preenchimento de vagas estao abertos
de Segunda a Sexta-Feira. Os trabalhadores interessados em con-
correr, devem dirigir-se & area de atendimento ao publico do Es-
critorio do Pessoal Civil (EPC) afim de preencherem o formulario
adequado, dentro desse prazo. N&o se aceitam inscri¢des findo o
prazo do anuncio.

A determinacéo de qualificagOes seré feita pelo EPC. Uma lista
com os nomes dos candidatos qualificados, assim como uma rela-
cao das respectivas experiéncias profissionais, serdo entregues a
entidade seleccionadora.

A entidade seleccionadora, devera, no minimo, analisar a ex-
periéncia professional de todos os candidatos qualificados. Re-
comenda-se que sejam conduzidas entrevistas embora ndo sejam
obrigatorias. Se a entidade seleccionadora decidir entrevistar,
podera entrevistar um ou mais candidatos. N&o é obrigatorio
entrevistar todos os candidatos, mas as mesmas perguntas devem
ser feitas a todos os entrevistados.

Depois do EPC ter contactado o candidato seleccionado e de este
ter aceite a vaga, a entidade seleccionadora notificard os outros
candidatos que ndo foram seleccionados.
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Manager 6s and Super
In
Squadron Personnel Management

¢

All managers/supervisors have responsibility for Position Management and must understand the basics and the
difference between position classification and position management. Following is some helpful information for
the on-going changes and right-sizing:

Organizational Design also known as position managementis the assignment of missions to organizations
and duties to positions in a manner which ensures the mission is legally and properly accomplished while
making optimum use of manpower resources. This assignment of missions and duties is not an exact science.
Each organization can be structured in many different ways the key is to create the best design to meet all the
organization's needs. Each arrangement of positions should take into consideration available funding, promotion
opportunities, career ladders, efficiency of work, empowerment of employees, retention of good employees,
need for supervision and numerous other factors. Before working with an organization's design, managers and
supervisors need to understand the basics of position classification and the difference between position classifi-
cationand position management

Position classification- It is the analysis of duties and responsibilities of a position and determine proper pay
plan, title, series, and grade based on comparison with standards issued by OPM. This is a combined responsi-
bility of the Position Classification Specialist and managers and supervisors to ensure the duties assigned to each
position are accurately described.

Position Management Comes into play when managers and supervisors actually assign specific duties to each
position within their organization. How they distribute the duties among the different positions is what will
ultimately determine the pay plan, title, series and grade of a position. Therefore, position management authority
resides with line managers. In this process, personnel specialists, along with representatives from Manpower
and Financial Management, will function as advisers.

When establishing the structure of an organization, management should seek an optimum balance among several
competing factors: Economy, Productivity, Skills Utilization, Employee Development, Employee Motivation,
Accountabilityand Span of Control Each of these factors should be looked at based on the nature of the work
within the organization. In some cases, employee morale and motivation may be the key factors in counteracting

a problem of high turnover. In other cases, productivity and saving money may be the bottom line.

Economy- Relates to the concentration of the highest level of work in the minimum number of positions needed
to accomplish the work. For instance, placing all GS-12 level work in one GS-12 position is more economical
than distributing it to four GS-12's in 25% increments.

Productivity - Refers to the output of the organization and how effectively and efficiently the organization
performs. Each organization should be structured to eliminate duplication of effort or limited output.
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Manager 6s and Supervis
In
Squadron Personnel Management
(Continued)

Skills utilization - Refers to the full utilization of special or scarce skills. Management must determine if highly
specialized or technical skills should be spread out among several different jobs or concentrated in one. For example,
a hospital administrator may be responsible for reorganizing an emergency room staff. The skills of both profes-
sional, Registered Nurses (RN's) and Licensed Professional Nurses (LPN's) are needed. When assigning the duties to
positions, the administrator may choose to consolidate the registered nursing duties in a small number of positions or
spread them out over a larger number of positions. However, to fully utilize the special skills of registered nurses, it
would be best to create a small number of higher-graded RN positions. The incumbents of these positions would
then spend the majority of their time performing the higher-graded duties required of their positions. The lower-
graded LPN duties could be assigned to a larger number of lower-graded jobs. This skills utilization serves several
purposes - it is more economical since there are fewer higher-graded jobs; it is more motivating to the professional
nurses because they can spend the majority of their time doing the tasks they are trained for; and it is beneficial for
recruitment purposes because management needs to find less people with a more specialized skill.

Employee DevelopmentEnsures employees have some opportunity for advancement. This can be done by restruc-
turing high grade positions when recruiting. For example, a GS-11 Safety Specialist position may be filled at the GS
-07 level with potential to the GS-11. This allows an employee with experience or education at a lower grade to
qualify for the job and work their way up. Establishing career ladders within an organization may serve the same
purpose. For example, an organization may be designed with a GS-11 Specialist, a GS-09 Specialist, and a GS-07
Assistant. When one of the higher-graded positions is vacated, the employees in the lower-graded positions are
usually eligible to compete for promotion opportunities.

Employee Motivation Refers to both motivation and morale and relates to all the above factors. Employees who
see no opportunities within their organization are generally less content to stay. As opportunities become available
elsewhere, they are enticed to leave. This creates a circle of problems - constant turnover within an organization
tends to lower productivity, lower productivity and constant training leads to bad morale, bad morale leads to
turnover and so on. Once each of these factors is considered, and a balance is created which is appropriate for the
mission of the organization, management must focus on the accountabilityand the span of controtithin the organi-
zation as a whole.

Accountability - Means delineating the responsibilities of each position clearly so that the duties of each position do
not conflict with or duplicate the duties of any other position. Employees need to be aware of what they are responsi-
ble for and how the work in the office is distributed. Management should also determine how work will be reviewed
and how much review is necessary. Can employees be empowered to make critical decisions for which they will be
held accountable? Or should all work be routed through an established chain of command? Management should also
compare accountability with cost. In other words, how much accountability is an organization willing to pay for? Is
it more important to save money or to ensure 100% accuracy? When safety is an issue, it may be more important to
have several levels of review than to save money and risk injuries. For example, within aircraft maintenance, it is
critical that errors be detected in repair and maintenance procedures. This organization may need to establish several
levels of review. On the other hand, in routine cases of administrative work, such as filing or correspondence
control, an organization can afford to take the risk that some errors may occur. In this case, it may be better to cut
out several levels of review and save money in manpower costs than to require numerous people to check the work.
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Manager s and Super vi e
In
Squadron Personnel Management
(Continued)

Span of Control- Essentially means the largest number of employees should
work for the smallest number of supervisors needed to carry out the mission.
Within Air Force, this means management should shorten the chain of com-
mand and eliminate the overage of middle managers, specifically unnecessary
deputy and assistant positions. In doing this, several factors need to be consid-
ered.

1. What type of work is supervised?
Is it highly skilled, requiring very little review?
Or is it introductory level work requiring constant supervision?
Some work lends itself to broad supervision; some does not.

2. s there a lot of turnover in the organization?

If so, more supervision may be required as new employees are being
trained.

We encourage you to let us know of topics

that you would like to see
addressed in upcoming issues.

Please contact the
Civilian Personnel Office at 53%208
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Papel do gestor e do chefe na administracao do pessoal da esquadra

Todos os gestores e chefes sdo responsaveis pela Gestdo dos Postos de Trabalho e devem conhecer os fundamentos basicos e a difer-
enca entre gestdo de postos de trabalho e a classificacdo profissional dos mesmos. Seguem-se algumas informac@es Uteis sobre as
alteracBGes em curso e a restruturacéo:

Plano Organizational,também conhecido como gestao de postos de trabalh@pnsiste na atribuicdo de tarefas as organizagdes e
de funcbes aos postos de trabalho de modo a assegurar que a misséo seja cumprida legal e correctamente a0 mesmo tempo que 0s
recursos de mao-de-obra sdo utilizados do melhor modo. Esta atribuicéo de tarefas e fungdes ndo é uma ciéncia exacta. Cada or-
ganizagdo pode ser estruturada de diversas maneiras, a chave é criar o plano que melhor corresponda as necessidades da mesma. Na
criacdo de postos de trabalho deve-se ter em conta os fundos financeiros disponiveis, oportunidades de promocao, carreira profis-
sional , eficiéncia do trabalho, delegacdo de poderes aos trabalhadores, retencdo de bons empregados, necessidade de supervisao e
numerosos outros factores. Antes de preparar o plano organizational os gestores e chefes devem conhecer os fundamentos basicos e
a diferenca entre gestéo de postos de trabalho e a classificagdo profissional dos mesmaos.

Classificac¢éo profissional de postos de trabalhiotraduz-se na andlise de func@es e responsabilidades de um posto de trabalho e a
determinagdo correcta da tabela salarial, titulo, séries e grau com base na comparagdo com os padrdes emitidos pelo OPM. Esta é
uma responsabilidade conjunta do Técnico de Classificacdo Profissional , dos gestores e dos chefes que certificam que as funcdes
atribuidas a cada posto de trabalho estdo descritas com exactid&o.

Gestao de Postos de Trabalhb comeca quando os gestores e chefes atribuem, de facto, fungdes especificas a cada posto de tra-
balho da sua organizagdo. O modo como distribuem as fungdes entre os diferentes postos de trabalho é o que por fim determina a
tabela salarial, titulo, séries e grau correspondente. Assim sendo, a gestdo dos postos de trabalho é da competéncia dos gestores.
Neste processo 0s técnicos de pessoal assim como os representantes das sec¢fes de Forca Laboral e de Gestdo de Fundos Financeiros
actuam como conselheiros.

Ao estabelecer a estrutura de uma organizagao a geréncia deve procurar o melhor equilibrio entre diversos factores competitivos:
Economia, Productividade, Utilizagdo de Talentos, Progressao do Empregado, Motivacdo do Empregado, Responsabilidade e
Amplitude de Controle. Cada um destes factores deve ser analisado com base na natureza do servigo dentro de cada organizacao.
Nalguns casos a moral e motivagdo do empregado poderdo ser o factor chave na neutralizagdo do problema de mudanca constante

de funciondrios. Noutros casos a productividade e poupanca de dinheiro poderdo ser o0 mais importante.

Economiai Refere-se a concentracéo das tarefas de nivel superior num nimero minimo de postos de trabalho necessarios ao cum-
primento do servigo . Por exemplo, colocar todas as tarefas de nivel GS-12 num posto de trabalho classificado como GS-12 é mais
econdmico do que atribuir 25% das mesmas a quatro GS-12 .

Productividade i Refere-se ao rendimento, a eficacia e eficiéncia da organizacdo . Todas as organiza¢fes devem ser estruturadas de
modo a eliminar a duplicacdo de esforcos e o fraco rendimento.

Utilizagdo de Talentosi Refere-se a utilizagdo plena de qualificagGes especiais ou raras. A geréncia deve determinar se as qualifi-
cacdes altamente especializadas ou técnicas devem ser distribuidas entre diferentes cargos ou concentradas apenas num. Por exem-
plo, um administrador de hospital pode ser responsavel por reorganizar o pessoal do servi¢co de urgéncia. Os servigos de enfermeiro
e de enfermeiro sénior sdo necessarios. Ao atribuir tarefas aos postos de trabalho o administrador pode escolher consolidar as tarefas
de enfermeiro sénior num pequeno ndmero de postos de trabalho ou dividi-las por um maior nimero. Contudo, para melhor utiliza-
cao das qualificagbes dos enfermeiros séniores seria melhor criar um pequeno nimero de postos de trabalho de nivel mais alto. Os
titulares destes cargos passariam a maior parte do seu tempo a desempenhar as tarefas de nivel mais alto requeridas pelo seu posto.
Os servigos de enfermeiro de nivel inferior poderiam ser atribuidos a um maior nimero de postos de trabalho. Esta utilizacao de
talentos serve diversos propo6sitos i é mais econémico, uma vez que existem menos cargos de nivel mais alto; é mais motivante para
os enfermeiros séniores porque passariam a maior parte do seu tempo desempenhando as tarefas para as quais foram treinados e é
mais benéfico para o processo de recrutamento uma vez que a geréncia necessitaria de encontrar menos pessoas com qualificacdes
mais especializadas
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Progressédo do Empregadd Garante que os empregados tenham alguma oportunidade de progredir na carreira. Isto pode ser feito
na altura do recrutamento ao reestruturar postos de trabalho de nivel mais alto. Por exemplo, um cargo de Encarregado de Segu-
ranca, GS-11 podera ser preenchido ao nivel GS-07 com potencial de chegar ao GS-11. Isto permite que um empregado com menos
experiéncia e menos escolaridade qualifique para o cargo e que progrida ao longo do tempo. Estabelecer patamares profissionais
numa carreira serve 0 mesmo propoésito. Por exemplo, uma organizagdo podera ter um Técnico de nivel GS-11, um de nivel GS-09 e
um Assistente de nivel GS-07. Quando um dos postos de trabalho de nivel superior ficar vago os empregados de nivel inferior sédo
normalmente qualificados para competir nas oportunidades de promog&o.

Motivacdo do Empregadoi Refere-se & motivagdo e a moral e relaciona-se com todos os factores acima descritos. Os funcionarios
que no tenham oportunidades dentro da sua organizagao estdo geralmente menos dispostos a ficarem. A medida que oportunidades
vai aparecendo noutros lugares ficam tentados a sair. Isto cria um circulo de problemas i mudangas de pessoal constantes dentro de
uma organizacdo leva a uma menor productividade, uma menor productividade e treino constantes leva a uma baixa moral, baixa
moral leva a saida de funcionarios e assim sucessivamente. Depois destes factores terem sido levados em conta e tenha sido criado
um equilibrio apropriado para a missdo da organizacéao, a geréncia deve concentrar-se na responsabilidades na amplitude de con-
trole como um todo dentro da organizagéo.

Responsabilidade Significa descrever claramente as responsabilidades de cada posto de trabalho para que um posto ndo entre em
conflito ou duplique as tarefas doutro posto. Os empregados tém que ter conhecimento daquilo porque séo responsaveis e de como o
servico da seccdo esta distribuido. A geréncia também deve determinar como o servigo sera revisto e com que frequéncia. Poderdo
os funcionérios terem autoridade para tomar decisfes cruciais pelas quais serdo responsaveis? Ou devera o servigo percorrer toda
uma cadeia hierdrquica? A geréncia deve também comparar responsabilidade com custo. Por outras palavras, por quanta responsa-
bilidade estd uma organizacao disposta a pagar? E mais importante poupar dinheiro or assegurar 100% de exactidio? Quando esta
em jogo a seguranca podera ser mais importante ter diversos niveis de revisdo do que poupar dinheiro e sujeitar-se a acidentes. Por
exemplo, na manuteng¢do de aeronaves é crucial que os problemas sejam detectados durante o processo de reparacéo e manutencéo.
Esta organizacéo podera ter que estabelecer diversos niveis de revisdo. Por outro lado, no caso de servi¢o administrativo rotineiro,
tal como arquivo ou despacho de correspondéncia, uma organizacdo pode permitir T se correr o risco de eventuais erros. Neste caso
podera ser melhor cortar alguns niveis de revisao e poupar dinheiro no custo de médo-de-obra do que ter inimeras pessoas a rever o
trabalho.

Amplitude de Controle i Essencialmente significa que um maior nimero possivel de empregados deve trabalhar para um menor
namero possi vel de chefes necessarios ao cumprimento da missdo. Dentro da Forga Aérea isto significa que a geréncia deve encur-
tar a cadeia hierarquica e eliminar a excedéncia de chefes intermediarios tais como cargos de assistentes e adjuntos. Ao fazer isto
deve-se considerar alguns factores.

1. Que tipo de servico € supervisonado?
- E altamente especializado requerendo pouca revis&o?
- Ou é um trabalho a nivel de principiante requerendo supervisdo constante?
- Alguns servicos prestam-se a uma supervisdo mais ampla outros ndo

2. Existe uma grande mudanca de pessoal na organizacdo?

- Se existe entdo é necessario mais supervisdo a medida que novos funcionarios vao sendo treinados.

Gostariamos que nos indicasse quais os temas que desejaria
ver esclarecidos nas proximas edicoes deste boletim informativo.

Pode contactar o Escritorio do Pessoal Civil atraves do telephone

5354208



