SKILLS CODES

Skills codes are designed to reflect the primary duties of a position and forms part of the coded experience history of all Air Force civilian employees.  Each position and/or experience entry may be assigned one, two, or three sets of skills codes.

Skills codes are primarily used in the referral of candidates for assignment to positions (i.e., promotions and reassignments) within the Air Force.  Personnel management specialists review skill codes, reflecting candidates’ knowledge, skills, and abilities, against those required to satisfactorily perform the duties of vacant positions when searching for qualified candidates.  Therefore, it is imperative that Air Force employees ensure that all past experience is properly coded in their records.  If an employee is not sure their record has been updated, they can request a Placement Data Brief from their servicing civilian personnel flight.

Supervisors and managers, as subject matter experts, assist personnel management specialists in identifying appropriate skill codes when new positions are established or when duties of existing positions change.  They also assist in identifying appropriate skill codes that may provide knowledge, skills, and/or abilities needed to perform the duties of their vacant positions during the merit promotion process.  Supervisors should understand the skills codes assigned to their positions and explain their meaning to their employees.  They should inform their employees when changes to their skill codes occur and the importance of making sure past experience is properly skill coded.  

