




This position is within the Portland ANG Base Communications Squadron. The incumbent will be responsible for 
managing the Communications Focal Point for the base/wing.  The following are the applicable duties of the position:  
 
-Schedule Depot and maintenance assistance requests 
-Develop master Preventative Maintenance Schedues (PMI) with assistance from the work centers 
-Track trouble tickets/job information, assign control numbers and maintain the status of all active scheduled, 
unscheduled, and deferred trouble ticket/jobs 
-Track status using local procedures, if the Automated Information System (AIS) is temporarily unavailable 
-Track deferred or open trouble tickets/jobs with the applicable work center/unit to validate accurate status 
-Track status changes with all concerned agencies 
-Track interaction with work centers and report problems to the appropriate production work center or agency 
-Track vulnerability identification and notification processes as outlined in T.O. 00-33A-1109 AF-GIG Vulnerability  
Management 
-Track removal/replacement/cannibalization/controlled substitution actions according to T.O. 00-20-2 
-Track and forward work orders that are determined out of scope of the unit and/or budgeted resources to Projects and  
Requirements function/work center of the organization 
-Report, review, disseminate, direct, and accomplishment/compliance of time change management (e.g. TCTO,  
TCNO, FCO, time change items, etc.) and any other downward-directed operations, security or configuration  
management-related orders and notify the production work centers of any time change items and other anticipated  
communications actions 
-Report network mission outages/events according to locally generated reporting procedures 
-Report manage/review NOTAMs/SITREPs/OPR2EPs and ensure updates are forwarded to the appropriate work  
centers for action 
-Document data/trend analysis from an AIS 
-Document consolidate work center documentation errors and meet with all work centers’ AIS representatives  
regularly 
-Document and verify accuracy of trouble ticket/job documentation, equipment inventories, AIS entries, local 
SRDs and serial numberslists 
-Develop, document and maintain a continuity book of all procedures required to perform CFP duties 
-Document any instructions/educational materials generated to train work centers on how to report deficiencies with  
all communications/cyber systems and provide to customers 
-Develop, document and maintain Communications Plan 
-Develop, document and maintain a Disaster Recovery Plan 
-Document a listing of all information systems controlled by an applicable Program Management Office (PMO) to  
include equipment locations, and POCs 
- Other duties as required


