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Osan Civilian Personnel Office News

Osan AB, Korea
                                                                          August 2011                                                              
This newsletter contains items of interest to US and KN civilian employees and their supervisors concerning personnel policies, practices and procedures. Please e-mail your questions, comments and feedback to lyn.dixon@osan.af.mil.  
CY 11 US Legal Holidays
Labor Day - Mon, 5 Sep 11
Columbus Day - Mon, 10 Oct 11
Veteran’s Day - Fri, 11 Nov 11
Thanksgiving Day -Thu, 24 Nov 11
Christmas Day – Mon, 26 Dec 11
CY 11 KN Legal Holidays     
Liberation Day - Mon, 15 Aug 11

Chusok - Sun-Tue, 11-13 Sep 11

Nat’l Foundation Day - Mon, 3 Oct 11

KEU Foundation Day- Fri, 11 Nov 11

Christmas Day - Sun, 25 Dec 11
CPO Phone Numbers
CPO       
                784-6706
US Staffing        
 784-4218

KN Staffing        
 784-6862

Classification      
 784-5824

EMR & LMR      
 784-4434/8177

Overseas Benefits    784-5592

Data Management    784-4565

Civilian Personnel Officer Comments:
It is my pleasure to become the new Civilian Personnel Officer for Osan AB, Korea.  Mark Shores returned to Warner-Robins AFB, Georgia and we wish him well at his new assignment.  I’ve been employed in the Civilian Personnel Office since March 2010 as the Chief of Labor/Employee Relations.  I was also stationed here from 1998 to 2003 so I have a lot of experience working with the US and Korean National programs in Korea.   Prior to this assignment I was assigned to Patrick AFB, Florida as the Manpower and Personnel Flight Chief.  I look forward to working with all of you and know that we’ll have a successful, rewarding experience.  Well, enough about me….let’s get to the latest updates and news.  

For your comments/feedback on this CPO News, please feel free to contact Ms. Lyn Dixon of the Civilian Personnel Office at 784-6706. (51 FSS/FSMC)
Emergency Contact Information:
Imagine if something happened to you and we needed to contact your next of kin.  Would we be able to make contact?  Would we be contacting the person that YOU want contacted?  In the event the Air Force must contact an employee’s designated representatives following an on-duty injury or death, or for any other emergency situation you need to provide up-to-date information.  This article is a reminder for you to review, add and or update emergency contact information through My Biz.  It’s really easy and is vitally important.  
Instructions:  

Log into the link DCPDS Portal, click on AF Region, click on My Biz then on Update My Information, and accept the Privacy Act Statement.  To update, remove, or add emergency contact information, follow these steps:

(1) Click on the Emergency Contact tab

(2) Click on Update, Remove, or Add

(3) After you have made updates click the Submit button and you will receive a confirmation that your changes have been applied

(4) Click on Return to Overview

(5)  At the bottom of the page click on Print Receipt to review your updates and print a copy for your supervisor to retain in the Supervisor’s Employee Work folder

(6) Close the Print Receipt page and logout
Although it is suggested that at least two contacts be identified, you need only designate a primary contact.  If an alternate contact is designated, it is suggested that at least one be local and easily accessible.  For further information, please contact Ms. Kim, Son I of the Civilian Personnel Office at 784-4434.  (51 FSS/FSMCE)
Reminder-Annual Leave: 
It is time to review your current leave balances.  All managers/supervisors of U.S./KN civilian

employees should arrange annual leave schedules to allow each civilian employee an extended period of leave for rest and relaxation to assist in maintaining maximum efficiency and productivity.  

Leave schedules are established at the beginning of the leave year and reviewed periodically to ensure vacation schedules will not interfere with maintenance of an adequate work force at all times.

The Leave and Earnings Statement (LES) received each payday is a ready reference concerning the amount of annual leave which must be used before the end of the leave year.  Now is the time to finalize

leave plans for the remainder of 2011.  

For further information, please contact Ms. Kim, Son I of the Civilian Personnel Office
at 784-4434/8177.  (51 FSS/FSMCE)
DoD Priority Placement Program
The policy of the Department of Defense (DoD) is to promote stability of employment for civilian employees affected by changing manpower requirements and to provide maximum opportunity for placement in other DoD positions.  Consistent with this policy, a strong placement assistance program is maintained to minimize the adverse effects on employees caused by actions required for the effective management of the Department of Defense such as reductions-in-force, base closures, consolidation, contracting out, position classification decisions, rotation from overseas, and transfer of function. 
The Defense Data Support Center (DDSC) in Dayton, Ohio, operates an automated placement system called the Priority Placement Program (PPP).  To be eligible for registration, you must be on an appointment without time limitation in the competitive service and have career or career-conditional status, or in the excepted service with or without personal competitive status.  Employees recruited from the 50 states, Guam, Puerto Rico, and the Virgin Islands are normally granted return rights to their former position when they accept a position in a foreign area such as Osan.  Employees with return rights at their current or a higher grade are not eligible for PPP registration. 

Please call the Affirmative Employment Section at 784-4218, if you have any questions regarding PPP.  (51 FSS/FSMCX) 
Qualification Standards

The Office of Personnel Management (OPM) Operating Manual for Qualifications Standards for General Schedule positions, and the Handbook X-118C, Job Qualification System for Trades and labor Occupations, contain qualification standards for occupations in the Federal government.   

Qualification standards outline the necessary basic eligibility qualification requirements for a particular occupation or a group of occupations.  It specifies the minimum quality level and amount of experience required and often allows education to substitute for lack of experience.  Qualification requirements for basic eligibility may include, but is not limited to any or a combination of the following:
· General and/or specialized experience 

· High school education 
· Vocational/Technical training

· College/university education (e.g. formal degrees)

· Specific major fields or courses of study

· Specific registrations, license or certifications

· Other selective placement factors
The standards are used by Human Resources Specialists to evaluate internal and external candidates’ qualifications for positions.  It is important to understand that minimum qualification standards are used to eliminate those persons who are not eligible for further consideration because they fail to meet the “basic” requirements for the occupation.  However the qualification standard does not, in and of itself, identify the criteria for determining the “best qualified” candidates. 

For more information, please contact your servicing Staffing Specialist at DSN 784-4218.  

(51 FSS/FSMCX)
Please e-mail your general questions to Ms. Lyn Dixon, e-mail employee and labor relations questions to 
Mr. Kim, Song Won, and e-mail staffing, classification and personnel records questions to Ms. Linda Palmer.  
Please e-mail your general questions to Ms. Lyn Dixon, e-mail employee and labor relations questions to 
Mr. Kim, Song Won, and e-mail staffing, classification and personnel records questions to Ms. Linda L. Palmer.  

