STANDARD CORE PERSONNEL DOCUMENT

Number:  9W008

____________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9W008

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
34QA

TARGET GRADE:
07
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:

          See Note to Users

____________________________________________________________________________________________

CLASSIFICATION:  Materials Expediter (Fork Lift/Motor Vehicle Operator), WG-6910-07

DUTY TITLE

____________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
60%
MMK
Materials Expediting

2ND SKILL CODE:
20%
KXW
Fork Lift Operating

3RD SKILL CODE:
20%
KWXKXK
Motor Vehicle Operating/Light Vehicle Operator

____________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 9/19/96 

CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.

________________________________________________________           _________________

CLASSIFIER’S SIGNATURE


                   DATE

____________________________________________________________________________________________

SUPERVISOR’S CERTIFICATION:  I certify that this SCPD is an accurate statement of the major duties, knowledges, skills, and abilities, responsibilities, physical and performance requirements of this position and its organizational relationships.  The position is necessary to carry out government functions for which I am responsible.  This certification is made with the knowledge that this information is to be used for statutory purposes relating to appointment and payment of public funds and that false or misleading statements may constitute violations of such statutes or their implementing regulations.

________________________________________________________           _________________

SUPERVISOR’S SIGNATURE


                   DATE

____________________________________________________________________________________________

PERFORMANCE PLAN CERTIFICATION:

[image: image1.wmf]Rater/Supv.

Date

Reviewer

Date

Employee*

Date


*Signature acknowledges receipt.  It does not indicate agreement/disagreement.

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:

The primary purpose of this position:  To route and expedite the movement of parts, end items, supplies, and materials within production and repair facilities to meet priority needs.  The position requires the use of fork lift trucks and light motor vehicles.

The organizational location of this position is:

____________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:
____________________________________________________________________________________________

DUTY 1:








%
Critical



Receives, routes, and moves parts, assemblies, components, and other materials into and out of industrial shops.  Examines items received to verify part numbers, identities, correct quantities, condition, and destination.  When routing documents are missing or item is questionable, makes positive item identification by reference to appropriate manuals and blueprints.  Attempts to locate missing items, initiating requests for replacement parts 

as appropriate.  Locates critical items in shops and arranges with schedulers and supervisors to advance processing and production time frames.  Receives and reviews Due In From Maintenance (DIFM) listings, distributes to shops as required, and coordinates and obtains status and location of items on listings.  Determines appropriate handling methods and devices needed to move items and prepares and processes any necessary paperwork.  Dispatches materials through shops.

STANDARDS:

A.  With few exceptions, promptly identifies and expedites movement of both routine and priority items.

B.  Routinely checks and prepares routing documents accurately, assuring documents are properly signed and coordinated in a timely manner.

C.  Consistently applies established safety regulations and practices to minimize minor violations and to avoid major violations due to employee error or negligence.

KSA:  1, 2, 3, 4, 5, 6

____________________________________________________________________________________________

DUTY 2:








%
Critical



Selects parts and materials to be turned into Supply.  Obtains necessary information and prepares documents.  Temporarily stores items in a holding area until they can be routed to proper destination.  Loads and unloads material on pallets, trucks, hand carts, and dollies.

STANDARDS:

A.  Typically ensures holding area is well organized and maintained within good housekeeping standards.

B.  Normally takes appropriate precaution in handling, storing, and moving material to prevent damage.

KSA:  1, 2, 3, 4, 5, 6
____________________________________________________________________________________________

DUTY 3:








%
Critical



Receives requests for parts and materials needed to support production work requirements.  Obtains required items from other shops and supply points, researches any additional requisition channels or options, and prepares appropriate paperwork.  Checks status of overdue items to determine reasons for delays and estimated delivery dates.  As required, prepares reports of delays and backlogged items.  Refers unresolved material shortages or needs to supervisor, with recommendations for local purchases or on-site fabrications.  Coordinates with production controllers on high usage materials for incorporation into material standards.  Obtains and coordinates requirements for kits (including Time Compliance Technical Order (TCTO) kits) and units and establishes and maintains appropriate records.

STANDARDS:

A.  With few exceptions, accurately researches stock lists, technical orders, blueprints, and other documents to obtain or verify information regarding items needed.

B.  Almost always, promptly prepares and processes paperwork required for obtaining urgently needed items.

KSA:  1, 2, 3, 5, 6 ____________________________________________________________________________________________

DUTY 4:








%
Critical



Operates electric, LPG, or diesel powered fork lift trucks capable of lifting loads weighing less than 10,000 pounds as high as 168 inches.  Drives fork lift trucks over wood, concrete, or similar type floors through narrow aisles in buildings and in such confined spaces as railroad cars or trucks.  May be required to transport items that are bulky and unwieldy, being careful to use appropriate load balance and adequate protection for items.  Occasionally drives outside over rough surfaces.

STANDARDS:

A.  Almost always, effectively and safely regulates fork lift truck controls, exercising care to avoid overloading or improper stacking or movement of supplies and materials.

B.  With very few exceptions, safely loads, unloads, and places containers, material, and equipment.

KSA:  3, 4, 5
____________________________________________________________________________________________

DUTY 5:








%
Critical



Drives one or more types of trucks such as pickup, panel, and flatbed trucks, which typically have a gross vehicle weight of 10,000 pounds or less, on public roads at highway speeds.  Picks up items from base supply and local vendors or suppliers.  Delivers emergency items to work sites.  Checks routine items on the vehicle checklist (such as oil, tire pressure, windshield washer fluids, power steering fluids, gas, etc.).  Keeps assigned vehicle in good appearance and assures it is in top-notch condition for periodic vehicle inspections.

STANDARDS:

A.  Typically operates vehicle appropriately and safely in accordance with established procedures and laws.

B.  Routinely adheres to maintenance and inspection schedules.

C.  Normally completes appropriate forms such as trip tickets, preventive maintenance records, and accident/incident reports, in a proper and timely manner.

KSA:  3, 4, 5

____________________________________________________________________________________________

DUTY 6:








%
Critical



Utilizes safety practices and procedures following established safety rules and regulations and maintains a safe and clean work environment.  Uses and assures proper fit of any required safety equipment and clothing.

STANDARDS:

A.  Consistently loads, unloads, and moves items in a safe manner, applying established safety rules and regulations to minimize minor violations and to avoid major violations due to employee error or negligence.

B.  Strictly adheres to safety and security procedures and regulations and promptly reports any observed or identified violations in accordance with established guidelines.

KSA:  2, 3, 4, 5, 6
____________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):

1.  Knowledge of parts, materials, and equipment to identify most of the items encountered on several concurrent projects; and production processes and supply procedures in order to locate and expedite critical parts and meet production schedules.

2.  Knowledge of technical practices to be able to route, move, assemble, receive, select, and obtain items.

3.  Knowledge of safety regulations, practices, and procedures.

4.  Skill in handling fork lift controls for starting, stopping, backing, lifting, lowering, tilting, and driving fork lift trucks through narrow aisles, up and down ramps, and in and out of trucks; manipulating motor vehicle controls for starting, stopping, backing, and driving vehicles in all types of traffic and road conditions; and judging overhead and side clearances, turning radius, and braking distances.

5.  Ability to carry out work practices such as verifying and correcting routing and ordering documents and keeping things neat, clean, and in order.

6.  Ability to read and interpret instructions, operator manuals, and production control and supply documents; and route, obtain, and expedite parts, end items, supplies, and materials.

____________________________________________________________________________________________

CLASSIFICATION CRITERIA:

1.  Skill and Knowledge

-- Knowledge of various types of fork lift trucks capable of lifting loads weighing less than 10,000 pounds as high as 168 inches and their operation techniques. 

-- Knowledge of the storage area layout in order to store and remove materials and equipment.  

-- Knowledge of parts, materials, and equipment to identify most parts, tools, and equipment encountered on several concurrent projects and identify major items visually and determine acceptable substitutes or higher-level assemblies.

-- Knowledge of frequency usage of different items, production processes, and methods of different shops and supply procedures in order to locate and expedite movements of critical parts to facilitate production.  

-- Knowledge of production processes and supply procedures to locate parts at intermediate stages and arrange for priority movement.

-- Knowledge of the height, width, length, and weight of the vehicles in order to judge overhead and side clearances, the turning radius, braking distance, and the safest distance to be maintained from other vehicles.

-- Knowledge of state and local safety rules and regulations for operating vehicles.  

-- Knowledge of the operator's manual for assigned vehicles. 

-- Knowledge to recognize developing maintenance problems when conducting operator inspections and reporting problems to the supervisor.

-- Skill in handling controls for smooth starting, stopping, and maneuvering in narrow and congested areas.  

-- Skill in loading and arranging cargo properly onto the vehicle, using appropriate tie-downs such as chains, binders, or straps for safe transit on public roads at highway speeds or under similar driving circumstances.

-- Skill in defensive driving techniques.  

-- Skill to recognize developing hazardous road and traffic conditions, adjust driving methods to the practices of surrounding traffic, and select alternate routes to avoid potential problems.

-- Skill in reading and understanding road maps and other locator documents, and determining the shortest and safest route for both short and long runs.

-- Ability to judge size of doorways and aisles, size of load, capability of fork lift truck, and proper load balance in order to safely load and unload items.

-- Ability to meet production schedules.  

-- Ability to read and interpret all usual instructions and production control and supply documents, including requisitions, routing cards, and shop orders.

2.  Responsibility

Carries out work of assigned operations with little or no continuing supervision.  Supervisor reviews overall work for effectiveness in maintaining orderly flow of parts and materials, and energy and initiative displayed in expediting actions for priority needs.  Recommendations for material actions entailing additional expenditures of money or staffing resources or use of substitutes or higher-level assemblies must be approved by supervisor and/or higher levels before implementation.  Responsible for operating fork lifts and motor vehicles in a safe manner and in compliance with safety and traffic rules.

3.  Physical Effort

Employee regularly handles weights of up to 40 pounds unassisted.  Employee occasionally handles weights up to 60 pounds.  Material handling devices and assistance of other workers are available for handling especially heavy items.  Heavy exertion is frequent.  Frequent kneeling, crouching, stooping, and walking are required.  Work requires light to moderate physical effort in reaching, bending, turning, or moving hands, arms, feet, and legs to operate hand and foot controls while driving, raising, lowering, and tilting fork lift trucks.  Subject to possible strain caused by vibration of fork lift trucks.  Occasionally may be required to make limited emergency repairs on vehicles, such as changing a flat tire.

4.  Working Conditions

Regularly exposed to possible injuries associated with handling equipment.  Work is usually performed indoors in well lighted and well-ventilated shop areas.  Fork lift operation work is normally inside in areas that are sometimes damp and drafty.  Drives motor vehicles in all types of traffic and weather conditions.  May be exposed to outdoor conditions for short time periods.  Regularly exposed to shop noises, dirt, fumes, and vibrations.

____________________________________________________________________________________________

Other significant facts pertaining to this position are:

1.  Shift work and/or overtime may be required.

2.  As required, may train and/or guide lower grade or lesser-experienced employees.

____________________________________________________________________________________________

CLASSIFICATION SUMMARY:

CLASSIFICATION STANDARDS USED:  OPM Job Grading Standards for Materials Expediter, WG-6910, TS‑25 dated June 1973; Motor Vehicle Operator, WG-5703; TS-61 dated April 1991; and Fork Lift Operator, WG‑5704, TS-3 dated November 1968.

CLASSIFICATION REMARKS:

The primary purpose of this position is to serve as a material expediter in the routing and moving of parts, end items, supplies, and materials throughout the facilities/shops.  In addition, the employee is required to operate motor vehicles in order to pick up and deliver parts, materials, and supplies and fork lift trucks to load, unload, and place containers, materials, and supplies.  The Materials Expediter duties equate to WG-07, the Fork Lift duties equate to WG-05, and the Motor Vehicle duties equate to WG-05.  The final classification of this position is WG-6910-07, Materials Expediter (Fork Lift/Motor Vehicles Operator).

NOTE:  This is a mixed series and grade position.  The fork lift and motor vehicle operator duties are reflected in the title, skills codes, and percentages.  Any changes to these duties, skills, and/or percentages will need to be reviewed for impact to current classification of this standard core personnel document.

NOTE TO USERS:

1.  SCPD was updated 09/11/03.  The following updates were made:

Updated SCPD developed and classified office symbol to HQ AFPC/DPCMC.

Non-critical duties were changed to critical duties.

*Performance standards, as needed, were changed from absolute to non-absolute.

Number of KSAs was revised from 9 to 6 and KSAs were re-linked to the duties of the position.

*Performance standards may be edited locally but changes must be in accordance with appropriate appraisal guidance.  Absolute performance standards are acceptable only in cases where a single failure would result in loss of life, injury, breach of national security, or great monetary loss.

____________________________________________________________________________________________
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