FEDERAL AVIATION ADMINISTRATION 

VET-Link Cooperative Education Program
 Purpose
The FAA is committed to planning for upcoming workforce changes.  Human capital planning is underway in the agency to address growing retirement eligibility pools, changing missions and changing critical skills needed.  In addressing FAA’s critical hiring needs, corporate recruitment strategies include expanding all recruitment sources where it is expected that well qualified applicants can be found.  By 2010, the Gulf War veterans’ population will increase by 71%.   For over 200 years, this nation has enjoyed a freedom and independence unlike any other nation.  Collectively, we are the beneficiaries of the sacrifices military men and women made for freedom.  More than a million men and women died and more than a million and a half have been wounded in preserving our freedom by protecting our nation.  This supreme sacrifice keeps with America’s promise to take care of our veterans when they leave military service.   The focus and intent of this program is to partner with other federal agencies to provide a link for veterans pursuing education or vocations to strength their job knowledge or skills to actual on-the-job work experiences.      

Program Overview
Service members who have left military service are in many instances eligible for training programs or education services offered by the Department of Veterans (VA), Department of Labor (DOL) or State Employment Organizations.  These programs include a variety of employment services as a mean to obtain suitable employment.  Included are: assistance in finding employment; job seeking skills training; on-the-job training and apprenticeships; job development; and vocational training programs.   Assistance may include interest and aptitude testing; occupational exploration; setting occupational goals; locating the right type of training program and exploring educational or training facilities which might be utilized to achieve an occupational goal.
Potential employers can customize employee solutions by specifically outlining training, education, and work experience desired in veterans seeking employment opportunities.  In addition to the educational or vocational services provided through vocational rehabilitations services, a specific on-the-job or apprenticeship program could be developed to meet the employer’s need.   

Background:  Since July of 2003, Executive Departments have entered into Memorandums of Understanding (MOUs) to promote cooperative efforts between Departments to improve the quality of life for Service member to ease re-entry into the civilian workforce and ensure military skills are translated into civilian employment.  This year the Department of Labor has given over 25 million to organizations that assist veterans in transitioning into the workforce.  Under VA’s Vocational Rehabilitation Program, VA provides a variety of services to injured veteran interns (i.e. assistance with resumes, mentoring and coaching, career planning, on-the-job training, etc.).  The FAA is joining the interagency effort to assist veterans into transitioning into the workforce.     

Procedures
Effective August 21, 2005, the Federal Aviation Administration established a Veterans Program Coordinator.  The Veterans Program Coordinator is responsible for developing, administering, and coordinating FAA’s veterans’ employment program.  The Veterans Program Coordinator is a Personnel Services Division Program under the Assistant Administrator for Human Resources.  The Veterans Program Coordinator will be the primary contact with Vocational Rehabilitation Counselors/Employment Specialist, “Counselor”, and facilitate placement of veterans.  As such, the following procedures have been established:  

· Any veteran that is eligible for vocational training or educational services through an approved VA Vocational Rehabilitation or State employment program may seek qualifying work experience through on-the-job training or apprenticeship programs. 

· A manager wishing to participate in the program will submit to the Veterans Program Coordinator: a description of the job in which the veteran will be training; desired qualification requirements (experience, training, education, etc, initially possessed by the trainee; a list of tasks to be completed during the training program; and length of the training program (apprenticeship programs may be from 6 months to 2 years in length).   
· After his/her evaluation and assessment of requirements set forth by the manager and pre-screening of applicants, the Counselor will refer the person to the Veterans Program Coordinator for the training/apprenticeship program.  The Counselor may continue to provide support services and follow thorough on referrals, placement and adjustment to the training/apprenticeship program.  The Veterans Program Coordinator will arrange an interview between the veteran and manager.  
· If selected by the manager, The Veterans Program Coordinator will facilitate the assignment and inform the Counselor.   Veterans will continue to work with the Vocational Rehabilitation Counselor for other needs (i.e. Veterans may receive pay from VA for an approved job training or apprenticeship program).  Any changes in the veterans work status must be reported to the Veterans Program Coordinator and Counselor.  
· Veterans will be appointed under the FAA’s Volunteer Service Program.  Such service is uncompensated and will not be used to displace any FAA employee.  Volunteer service is not creditable for leave accrual or any other employee benefit.  Volunteer service can be used to assist a veteran in meeting qualification requirements for a particular job series.  Veterans will complete a FAA Volunteer Service Documentation form (Appendix A).  
Career Development
The goal of Veterans is to link actual work experience to vocational training or educational credentials to meet and/or exceed qualification requirement for an anticipated vacancy.  This work experience will also position them for employment in a civilian capacity.  The volunteer work experience can assist them in securing long-term employment in the federal or private sector.  To ensure an effective and efficient learning process for the Veterans, managers participating in the program will be expected to: 

· Development a “Tasks List or Individual Development Plan (IDP)” that will explain what type of assignments the veteran will be doing.  The task list should include timelines for completions of tasks, how task will be evaluated and who will be responsible for certifying completion of tasks.     

· Assigned a proctor or mentor to the veteran member to maximize the benefits of the work experience and to achieve a positive experience for the veteran.  

· Provide feedback to the veteran and Veterans Program Coordinator on the performance of tasks related to the training/apprenticeship program.  
Career Development Program
FAA expects to develop two administrative and two technical career development programs over the next fiscal year and add at least two career development programs per region over each succeeding year.  FAA is seeking to have these development training programs certified by a VA or State Employment Specialist Vocational Rehabilitation Counselor so that the veteran may receive pay while in the career development program.  The VPC will work with Lines of Business/Staff Offices (LOB/SO) and Counselors to select and develop career development programs.  Appendix B lists examples of positions that may be appropriate for a career development program.  

On-The-Spot-Hiring
Federal agencies have the authority, by law, to give noncompetitive appointments to any veteran who has a service-connected disability of 30% or more.  This authority is discretionary with the Agency.  Appointees must initially serve under a temporary appointment not limited to 60 days or less, there is no grade restriction.  After successfully performing on such a temporary appointment, the FAA may convert the employee to a permanent position.  However, there is no requirement that a conversion to a permanent position be made within 60 days.  Veterans/service members participating in the “Vet-Link Work Experience Program” are being evaluated by the Department of Veterans Affairs and most likely will meet the requirements of the 30% or more disable veterans’ noncompetitive appointment authority.  The volunteer work experience would be an excellent opportunity for managers to assess and develop another recruitment source for existing or future vacant positions.  

For more information on the “VET-Link Work Experience Program”, you may contact Austin Lewis, the Veterans Program Manager at (501) 918-4415.
Civilian Pay Technician

Description of Duties 

Incumbent performs developmental assignments including payroll tasks for a block of payroll accounts that encompass: (1) a variety of pay plans, e.g., General Schedule, SES, PMS, wage grade, plus special pay provisions (e.g., firefighting and law enforcement positions); (2) a variety of types of employment situations (e.g., full-time, temporary, term, intermittent, and stay-in-school, with differing entitlements); (3) complications such as some overtime computations, some FLSA computations, some round-the-clock operations and/or irregular tours of duty resulting in entitlement to premium or other special pay, and limited environmental pay; (4) adjustments or leave calculations which require limited research, are effective over several pay periods prior to the current pay period, and may involve one or two subsequent actions; and (5) a group of employees dispersed over a moderate geographic area, e.g., four to ten states including one or two counties or cities for which taxes are collected.
Knowledge Factors
Reviews, codes, and classifies incoming documents for processing.
Inputs Time and Attendance (T&A) data and updates actions into the computer system via a data entry terminal. Researches and analyzes the output data through the use of computerized reports. Performs manual computations of employees' pay and adjustments to the bi-weekly payroll process. Interprets computerized reports and takes corrective action, if needed. Consults with Lead Technician/Supervisor on unusual situations. Reviews and balances computerized reports after T&A processing for accuracy.
Processes changes to the serviced employees' Employee Master Record (EMR) to include promotions, step increases, changes to lower grade, appointments, conversions, separations, transfers, organizational changes, tax withholding for all taxing authorities, some hazard/environmental pay computations, leave and leave accruals, GLI/GHI processing, waivers and revocations of waivers, address changes, union authorizations/cancellations, CFC contributions, and U. S. Savings Bond processing procedures. Maintains individual employee payroll folders to insure a complete payroll history file.
Audits individual EMRs for correct changes/additions/deletions and takes corrective actions when necessary. Audits T&A Reports for posting errors and proper authorizing signatures. Insures proper charging of leave and validation of entitlements. Performs audits of leave balances when necessary. Insures accrual rates and balances are in accordance with existing laws, rules, and regulations. Audits and corrects W-2 forms. Insures taxes withheld are correct and credited to the appropriate taxing authority.  

Educational Requirement

None

Airway Transportation Systems Specialist


Description of Duties 

Incumbent of this position perform, in a developmental capacity, progressive responsible duties involving the work of an Airway Transportation Systems Specialist (ATSS). The position may be located in any of the field level organizational elements of the System Management Office (SMO).
As an advanced trainee, incumbent performs a variety of activities and assignments designed to provide progressively responsible experience and training relating to the functioning of the National Airspace Systems (NAS). Typical duties include: Participating in on-the-job and formal training in specific systems and subsystems of the NAS, e.g., surveillance, automation, communications, navigational, etc. Performing assigned segments of projects involving the identification and corrections of systems problems and assisting more experienced employees by monitoring the status and performance of individual systems and subsystems. Attending conferences, meetings, and work sessions relating to functional area. Incumbent serves on rotational assignments and temporary details as required.
Knowledge Factors

Position requires a basic knowledge of the principles of electronics, automation, information management concepts, or other closely related field of work. Knowledge may have been gained through one years of graduate level education or a bachelor's degree earned with superior academic achievement of equivalent in experience, training or independent study, or a combination of education and experience.  

Educational Requirement

A 2 or 4-year degree in information technology or electronics.

Computer Assistant


Description of Duties 

Supports a team of computer specialists engaged in program analysis, design, development, testing and implementation for the NAS systems. Performs testing, limited programming, maintains documentation and program databases, and provides related support in database and systems development. Update, tests, maintains, and builds operational data base and its associated documentation. Performs limited testing and assists in the development of test data and test procedures by collecting and organizing input and arranging time on appropriate system for test processing. Writes program modules for data extracting, sorting, reformatting, merging, etc. of a variety of input data and reports. 
Knowledge Factors

Knowledge of fundamental data processing methods, practices and techniques in work involving development, test, implementation and modification of computer programs and operating procedures. Knowledge of data content and output options for a variety of administrative, scientific and/or technical program applications that are processed on any of several multi-program operating systems. Knowledge of the fundamentals of programming logic, and system coding, and operating system input/output methods, software and existing applications.  

Educational Requirement

 A certificate of training in information technology or related field.

Electronics Technician

Description of Duties
As a trainee, supports more experienced technicians in the design, development, evaluation, testing, installation or maintenance of electronic equipment for the National Airspace System (NAS). Becomes familiar with the programs, projects and functions of the organization. Works with standard electronic components and their uses. Uses basic test instruments and does adjustments. Carries out prescribed procedures within the prescribed schedule. Learns the use of specialized test instruments, simple troubleshooting and how to follow specific layout and schematic diagrams to construct and package simple devices. Applies electronics theory and techniques to specific problems where precedents are applicable. Follows agency directives and applies varied rules, procedures, and precedents to assignments. Searches for information which may bear on a problem. Completes specific tasks in support of other technicians. Assists more experienced technicians in providing technical analysis and support to the NAS. Develops as a productive team member and skilled employee. 

Knowledge Factors
Has a good understanding of standard electronic components and their uses. Uses technical manuals and specifications related to equipment, reports and procedures; and technical reference books, publications, standards and orders.  Has a good understanding of basic electronics theory and techniques and of the principles, techniques, and practices of electronics.  Conducts inspections, modifications, and repairs on aircraft. Stands, crouches in tight spaces, may carry equipment weighing up to 50 lbs., and climbs on ladders or elevated work platforms. Needs normal color vision to identify color-coded electronics components. Works on board project aircraft. Sometimes exposed to high voltage, relatively high power radio frequency radiation, and acoustic noise levels. May have turbulence, and exposure to occasionally severe discomforts.  

Educational Requirement

A 2 or 4-year degree in information technology or electronics.
Air Traffic Control Specialist

Description of Duties
Terminal (Tower Controller):  This is a developmental Air Traffic Control Specialist (ATCS) position responsible for the safe, orderly and expeditious movement of air traffic through the nation's airspace. Developmental controllers receive a wide range of training in controlling and separating live air traffic within designated airspace at and around an air traffic control tower or radar approach control facility.  Terminal controllers control air traffic at airports and give pilots taxing and takeoff instructions, air traffic clearances, and advice based on their own observations and information from the Air Traffic Control Centers or National Weather Service. 

En Route (Center) Controller:  This is a developmental Air Traffic Control Specialist (ATCS) position responsible for the safe, orderly and expeditious movement of air traffic through the nation's airspace. Developmental controllers receive a wide range of training in controlling and separating live air traffic within designated airspace en route between airports. Upon successful completion of initial qualifications training at the FAA Academy, developmental controllers will enter the appropriate phase of field training as determined by the receiving facility.  Air Route Traffic Controllers give aircraft instructions, air traffic clearances, and advice regarding flight conditions while en route between airports.  

Educational Requirement

Training and experience at a military or civilian air traffic facility or successful completion of course requirements at the FAA’s MM Aeronautical Center.   

Personnel Management Specialist

Description of Duties
Incumbent performs a combination of routine and varying assignments in support of all HR functional areas under the general direction of the HRMO, team leader, HR Specialist and more experienced employees. Incumbent provides employees and staff with guidance and assistance in accordance with personnel policies, practices, standards, and collective bargaining unit agreements. Areas of responsibilities may include position classification and position management, pay administration, staffing, labor relations, employee relations, merit promotion, employee services, performance management, incentive awards, and Model Work Environment. In addition, may serve as effective personnel representative to the public and other agencies. Incumbent promotes and exemplifies all aspects of a Model Work environment. Based on individual assessment, incumbent may be assigned at various levels for training.  At level E, the selectee Assist in day-to-day operations and may act as a lead for other support staff to coordinate multiple assignments. Applies experience and detailed knowledge to plan and perform administrative assignments for the HRMD to include benefits, staffing, and LR/ER projects/programs. Typical specialized assignments may include compiling, tracking, and analyzing HR, LR, ER and OWCP data; scheduling meetings; preparing correspondence; maintaining databases and associated files; providing written or oral explanation of organizational policies; and responding to external customers to the Division independently solving their issues. Performs other duties as required to accomplish the HRMD mission. At level D, Incumbent performs the more basic support tasks such as processing within grade increases and other less complex personnel actions, providing information to applicants, filing, processing benefit forms and performing administrative assignments for HRMD.
Knowledge Factors
Candidates for this position must demonstrate the knowledge of regulations and laws dealing with various areas of personnel management, and other pertinent regulatory guidance related to the major duties of this position.

Factors relative to a comprehensive training and development plan include:

 
1. Ability to plan, organize and coordinate work activities and set priorities.
2. Ability to orally present clear and concise information consistent with the targeted audience.
3. Ability to communicate in writing.
4. Ability to analyze organizational and operational procedures/problems and make decisions and make recommendations.
5. Comprehensive knowledge of a full range of Human Resource Management laws, principles, systems, policies, methods, and practices.

 Educational Requirement

 A 2 or 4-year degree in business administration or human resources.

Management & Program Analyst

Description of Duties
The incumbent will perform a wide variety of complex and detailed financial analyses to support the Line of Business. Position will involve extensive financial modeling, forecasting, estimating, and "what-if" analyses. The incumbent will design and prepare in depth financial models to evaluate the costs of various opportunities to manage the resources of the Line of Business assigned. As these opportunities may be broad in scope but critical in nature, the incumbent must be comfortable with independently developing financial models for business issues that may not have been modeled previously. This is not a budget, budget formulation, or performance reporting related position.  

Knowledge Factors
Experience in the line of work of the position to be filled and which has equipped the applicant with particular knowledge, skills, and abilities to successfully perform the duties of that position.  

Factors relative to a comprehensive training and development plan include:


1.  Experience with conducting and leading financial analyses for projects.
2.  Experience with personally developing detailed financial models, summaries and recommendations with sensitivity analyses.  
3.  Experience with profit and loss (P&L) forecasting, variance analyses, labor analyses, regression analyses, or capital planning.
4.  Experience with personally developing PC based multi-variant financial models.
5.  Experience in successfully working collaboratively with others, supporting and leading task groups of line and staff professionals, and managing multiple tasks and projects simultaneously and independently in a fast paced and results oriented environment.  

Educational Requirement

A 4-year degree in a field relating to the management of human capital.
Aviation Safety Inspector

Description of Duties
· General Aviation – responsible for administering and enforcing safety regulations and standards for the maintenance of aircraft electronics systems both under and over 12,500 pounds gross takeoff weight.  
· Air Carrier Avionics – responsible for administering and enforcing safety regulations and standards for the maintenance of aircraft electronics systems on aircraft over 12,500 pounds gross takeoff weight.  
· Manufacturing – responsible for administering and enforcing safety regulations and standards for the production and/or modification of air carrier and general aviation aircraft.  Manufacturing inspectors monitor assigned manufacturing facilities.  
· Cabin Safety – serve as a resource and technical authority in an assigned field office on cabin safety requirements as they relate to work activities affecting civil aviation.  They provide technical support regarding cabin safety for assigned air carriers and air operators and ensure assigned operators comply with FAA regulations.  

Knowledge Factors
Experience in the application of Federal regulations to air carrier operations that has been gained in an of the following areas on more than one kind of air carrier aircraft:  1) emergency procedures training programs and administration, emergency procedures, aircraft evacuation, aircraft evaluation, and/or emergency aircraft evacuation demonstration; 2) special programs (i.e. crew resource management, exit row seating, carry-on baggage or passenger information cards); or 3) emergency equipment or the installation of such equipment.  

Educational Requirements

None

Airway Transportation System Specialist

Electronics Technician
Description of Duties
Airway Transportation System Specialist and Electronics Technicians install and maintain electronic equipment and lighting aids associated with facilities and services required for aviation navigation to assure a reliable, safe, and smooth flow of air traffic.  This involves work with radar, communications, computers, navigational aids, airport lighting aids, and electrical/mechanical support for facilities on and off airports within the network of the National Airspace System.  It includes periodic maintenance (inspection and analysis of equipment with associated adjustments), corrective maintenance (troubleshooting, repair, and replacement of malfunctioning equipment) and certification.  

Knowledge Factors
Experience as technicians, instructors, inspectors or mechanics (civilian or military) which shows progression in theoretical and practical knowledge of electronic theory and of characteristics, function, operation and capabilities of a variety of types of electronic equipment, electrical power distribution systems, emergency backup power systems, power conditioning systems, or HVAC systems.  This experience should include the use of schematic diagrams, varieties of test equipment, and the application of appropriate electronic/electrical-mechanical formulas involved in such duties as testing, troubleshooting, modifying, designing, calibrating, installing, maintaining, repairing, constructing, developing and/or instructing on the above listed systems/equipment or similar functions.  

Educational Requirement
A 2-year educational program that provided basic knowledge of the principles of electronics, mathematics, computers, aeronautics, or related areas, and/or an understanding, both theoretical and practical, of automated systems operations integration, management, and maintenance.  This knowledge may be gained in the field of computer specialist, electronics technician, telecommunications specialist or engineer.
For more information on the program, contact Austin Lewis, Veterans Program Manager, at (501) 918-4415.
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