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AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:


SCPD NUMBER:
9W025

SUPV LEVEL CODE:    8


COMP LEVEL CODE:
58LA

TARGET GRADE:       09
FLSA:  


Non-Exempt

JOB SHARE:


CAREER PROG ID:

SENSITIVITY:


BUS:

EMERGENCY ESS:


DRUG TEST:

KEY POSITION:


POSITION HIST:
See Note to Users

__________________________________________________________________________________________________

CLASSIFICATION:  Carpenter (Locksmith), WG-4607-09

DUTY TITLE:                  __________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
70%
2GE
Carpentry

2ND SKILL CODE:
30%
KCP
Locksmithing

3RD SKILL CODE:
    %

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPSFOH, 8/21/96 

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:
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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 is:  To provide full performance level work in constructing, installing, repairing, and modifying wood and wood substitute structures and items requiring close tolerance fit and structural soundness.  Performs routine maintenance and repair of locking devices.  

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:   

__________________________________________________________________________________________________
DUTY 1:







%
Critical



Independently applies skilled methods, techniques, and advanced shop mathematics to construct, install, repair, and modify a wide variety of structures.  Works on projects such as building frames, rafters, concrete forms, walls, staircases, door and window frames, interior and exterior trim, and other miscellaneous items.  Plans and completes work from initial layout to final assembly by interpreting and applying complex building plans, specifications, blueprints, sketches, and other guides and codes.  Applies a full range of carpentry methods in accomplishing complex tasks requiring construction of irregular sizes, shapes, and angles with precise fits and accurate dimensions.  Selects the appropriate tools, equipment, and materials needed at the worksite and determines how or which repairs need to be made.  

STANDARDS:   

A.  With few exceptions, produces finished products according to specifications within established time frames.  

B.  Almost always accurately determines the proper grade, size, and types of  lumber or special related materials required for projects. 

C.  Typically ensures finished work meets  required standards for accuracy, proper spacing, fit, and structural soundness and has a professional appearance. 

KSA:  1, 2, 4, 5, 6

__________________________________________________________________________________________________
DUTY 2:







%
Critical




Performs routine maintenance, overhaul, and repair of standard types of mechanical locking devices such as mortise, rim, key-in-the-knob, deadbolt, office equipment, padlocks, and emergency exit locks.  Opens locks when keys are missing, removes broken keys from keyways, disassembles, performs operational checks, visually checking parts for wear and defects, cleaning and replacing parts.  Reassembles and reinstalls locking devices.  Installs locking mechanisms in doors, office equipment, safes, etc., and recombines or rekeys locking devices.  Makes new keys from duplicates, impressions, and key codes. 

STANDARDS: 

A.  Usually ensures all keys are clearly and properly marked to prevent/deter unauthorized duplication. 

B.  Typically re-pins or repairs locks and/or locksets and effectively develops new keying codes to conform to the existing master keying system.  

KSA:  2, 3
__________________________________________________________________________________________________
DUTY 3:







%
Critical




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

STANDARDS: 

A.  Consistently operates equipment 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:  1, 2, 3, 4, 5, 6 

__________________________________________________________________________________________________
DUTY 4:







%
Critical



Uses and maintains tools.  May use tools and equipment such as plumb lines, chalk lines, levels, dividers, calipers, marking gauges, framing squares, jointers, shapers, tenoners, routers, and lathes as well as common hand and power tools, to do the work.  Uses files, picks, tweezers, tension wrenches, key duplicating and coding machines, grinders, buffers, etc. to perform locksmith duties. 

STANDARDS:   

A.  With few excetions, properly uses, maintains, and accounts for all types of hand and/or power tools required to accomplish assigned duties.  

KSA:  1, 2, 3, 5, 6

__________________________________________________________________________________________________
DUTY 5:







%
Critical



Maintains records and documents actions.  

STANDARDS:   

A.  Routinely prepares accurate, complete, and up-to-date records of actions taken and assures documentation is properly signed and  coordinated in a timely manner.  

KSA:  4
__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): 

1.  Knowledge of carpentry methods and techniques and precision carpentry equipment.       
2.  Knowledge of safety regulations, practices, and procedures.
3.  Basic knowledge of standard mechanical locking devices.  

4.  Knowledge of advanced shop mathematics to plan, compute, and lay out more complex and exact projects; and of regulations, procedures, and policies related to records maintenance and documentation.

5. Skill in using, setting-up, operating, and maintaining a variety of woodworking power and hand tools/equipment; constructing, installing, repairing, and modifying wood structures; and in interpreting complex instructions, sketches, blueprints, and building codes. 

6.  Ability to produce finished products with precise fits, accurate dimensions, and acceptable appearance.

__________________________________________________________________________________________________
CLASSIFICATION CRITERIA: 
Factor 1, Skill and Knowledge  

-- Thorough knowledge of wood and wood substitute materials and construction techniques.  

-- Basic knowledge of the internal structure and operating characteristics of standard mechanical locking devices.  

-- Skill to apply woodworking techniques necessary to produce items or structures which require accuracy, spacing, fit, structural soundness, and a finished appearance.  

-- Skill in the operation of general and precision carpentry and wood working equipment (to include powered and hand tools) to produce products with precise fits, accurate dimensions, and acceptable appearance.  

-- Skill in applying knowledge of advanced shop mathematics to plan, compute, and lay out more complex and exact projects with features such as arcs, tangents, and circles.  

-- Skill in interpreting complex instructions, sketches, blueprints, and building codes.

-- Skill in the installation of locking devices using templates.  

-- Skill in the use of small hand tools.  

-- Ability to use a variety of joining techniques such as miters, rabbets, dados, biscuits, and mortises and tenons to assemble items and to use glues and adhesives to secure wood pieces, veneers, and counter tops.  

Factor 2, Responsibility 

Receives assignments orally or by work orders.  Accomplishes all phases of work independently including work requiring close tolerances, precise fit, and a finished appearance.  Independently initiates and completes assignments under minimal supervision or minimal review of work in progress.  Uses initiative in accomplishing work assignments.  Uses judgment in evaluating problems.  Determines material and equipment needs to accomplish a wide range of work sequences ranging from basic repairs to complex project segments.  Responsible for safely operating powered equipment and hand tools and adhering to all safety procedures.  Work is reviewed for compliance with building codes, objectives, timeliness, and quality of workmanship.  

Factor 3, Physical Effort 

Uses hand and power tools and equipment that may require standing and holding tools in uncomfortable positions for extended periods.  The work requires considerable bending, kneeling, and stooping.  On-site work typically requires crawling, climbing on ladders, scaffolds, and roof tops.  Strenuous physical exertion is sometimes required when handling heavy and bulky materials such as sheets of plywood and other construction materials.  May lift and move materials up to 40 pounds, unassisted, and occasionally lift or move heavier items with the assistance of lifting devices or other workers.  

Factor 4, Working Conditions  

Works in shops and at job sites.  In shops, is exposed to moderate or high noise levels from operating machinery, sawdust in the air, glue fumes, and hazards associated with woodworking and related power equipment.  At job sites, may be exposed to weather conditions and hazards of working on and around scaffolds and ladders and subject to cuts, bruises, and contusions.  May work in confined areas such as crawl spaces and attics which may be dusty and dirty.  Uses protective devices such as ear plugs, safety glasses, respirators, and gloves.  

__________________________________________________________________________________________________
Other significant facts pertaining to this position are:  
1.  The work may require the employee to drive a motor vehicle.  An appropriate, valid driver's license may be required for the position. 

2.  Shift work may be required. 

3.  May be required to train and/or guide lower graded employees. 

4.  May be required to be certified for working with and/or removing hazardous material.  

__________________________________________________________________________________________________
CLASSIFICATION SUMMARY  

CLASSIFICATIONS STANDARDS USED:  OPM Job Grading Standard for Carpenter WG-4607, TS-61 dated April 1991.  OPM Job Grading Standard for Locksmith WG-4804, TS-51 dated May 1977.

CLASSIFICATION REMARKS:  

Locksmith duties and responsibilities equate to WG-07 level work.

NOTE TO USERS:

1.  SCPD was updated 11/14/03.  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 were changed from absolute to non-absolute.

Number of KSAs was revised from 8 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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