STANDARD CORE PERSONNEL DOCUMENT


Number:  9W162  


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)
ORGANIZATION:

SCPD NUMBER:
9W162



SUPV LEVEL CODE:
8
COMP LEVEL CODE:
39MA

TARGET GRADE:
09
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:
See Note(s) to Users

____________________________________________________________________________________________

CLASSIFICATION:  Locksmith, WG-4804-09

DUTY TITLE

____________________________________________________________________________________________

ORG & FUNC CODE:


1ST SKILL CODE:
100%
KCP
Locksmithing


2ND SKILL CODE:





3RD SKILL CODE:



____________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 2/24/98

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 is:  To repair, overhaul, modify, test, and install locking devices and their working interrelationship with monitors, alarms, timing mechanisms, sensors, and other related items which make up a complete security or surveillance system.  The work includes the manufacture and duplication of keys and the keying and combinating of locking mechanisms as well as neutralization techniques to determine if locking devices have been tampered with.

The organizational location of this position is:  

____________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  

The organizational goals or objectives of this position are:

____________________________________________________________________________________________

DUTY 1:  








%
Critical



Modifies and reworks locking devices to accomplish special security objectives designed to work in conjunction with other components and equipment to form a complete security or surveillance system.  Improvises trade techniques to adapt locking mechanisms for uses to which they were not specifically designed or to hamper or prevent the use of standard neutralization techniques.  Applies judgment in selecting, reworking, or finishing substitute parts.  Selects substitute parts that are suitable for use in fabricating locking devices to meet special security objectives.  Experiments with various types of materials such as metals, alloys, and plastics when developing parts and components to solve special locking problems.  Selects appropriate materials considering such factors as needed strength and hardness, machining characteristics, environmental factors, and the extent to which the materials used could complicate or hamper the use of standard neutralization techniques.  Reworks and finishes substitute parts and fabricates parts to close fits by soldering or brazing broken locking parts together.  Assembles, tests, and evaluates the completed locking devices considering the desired objectives.  Performs the full installation and repair cycle on commercially manufactured locking devices, as well as reworking of locks to improve or provide new structural or functional capabilities.  Cannibalizes non-serviceable locks to secure salvageable parts for future use.  

STANDARDS:

A.  Routinely makes modifications in a timely manner to prevent security violations.

B.  Typically works independently to complete modifications to locks, lock assemblies, and keys.

C.  Normally calibrates locking mechanisms and keys accurately.

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

____________________________________________________________________________________________

DUTY 2:








%
Critical



Establishes and maintains master key coding systems.  Plans, coordinates, and implements the key layout of new and renovated facilities throughout the base.  Through the use of microcomputer, codes all keying to facilitate the use of one master key.  Establishes and maintains all facility key codes on computer software for future reference of repairs, lockouts, etc.  Master keys all building locks by mathematically changing the codes to a desired segment size, and setting the core of the locks so the grand master, sub-master, operating, and control keys operate properly.  Master keys other locks by changing tumblers and pins, removing or adding cylinder pins, rebuilding existing cylinders to new codes, and adapting existing locks to fit into the Base Master System.  Assures that various keyways are compatible to building blueprints to determine the total number of locks and those that can be keyed alike.  Maintains control of keys by proper identification and documentation.  Conducts training of other personnel and performs other duties as required to maintain the integrity of master key systems and total security locking systems, including key control. 

STANDARDS:

A.  Ordinarily makes accurate calculations to set up the coding system and to select the correct size of pins.

B.  Routinely maintains effective control of keys to prevent/deter unauthorized duplication.

C.  With few exceptions, accurately determines number of locks needed and number that may be keyed alike in relation to building layout.

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

____________________________________________________________________________________________

DUTY 3:








%
Critical



Performs preventive maintenance on all security type containers such as safes, vaults, and combination file cabinets by detecting malfunctions of the locking mechanism and at the same time removing and replacing unserviceable locks, or restoring repairable locks to operating condition by disassembling, cleaning, and replacing worn, bent, or broken parts.  During inspections, checks for signs of tampering with safes and file cabinets and notifies security for investigation if tampering is detected.  In such instances, disassembles locks with great care in order to determine the probability of forced entry and to identify the nature of the devices used to neutralize the locks.  Accomplishes modification of key and combination locks, latches, safes, and vaults when the security of existing locks has been compromised, such as when there is evidence of forced entry, when keys have been lost or locks can be opened by any means other than the specifically grooved key or the exact combination pattern.  Such modification is also done when there is a change in personnel responsible for security, when periodically required by security regulations, and when rooms are remodeled. 

STANDARDS:

A.  Normally ensures periodic inspections are conducted according to applicable directives/regulations.

B.  Generally documents results of inspections and corrective actions in a proper manner.

C.  Typically ensures corrective actions are made in a timely manner.

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

____________________________________________________________________________________________

DUTY 4:








%
Critical


Makes new keys from duplications, impressions, and key codes from a variety of key blanks.  When a pattern is available, places pattern inside key cutting machine and traces new key according to pattern.  When key codes are available, uses key combination in duplicating keys.  When neither pattern key nor code is available, removes cylinder and measures the length of pin tumblers and then manufactures new key by these dimensions or makes the key by impression method, inserting blank key in lock, obtaining impression from the pins, making file cuts and encodes by applying key gauge to the cuts made.  If no blanks are available, uses duplicating machine with milling attachments to cut broaches or shoulders to tolerance.

STANDARDS:

A.  Almost always accurately measures the length of pin tumblers, depths of cuts, and pin sizes.

B.  Ordinarily fits keys to locks properly by changing tumbler pins, setting, and length of pins to open locks.

C.  Normally determines the most effective procedure to follow in each individual case.

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

____________________________________________________________________________________________

DUTY 5








%
Critical



Uses and maintains tools.  Maintains bench stock levels of parts, materials, tools, and equipment at prescribed levels.  Utilizes hand tools such as small files, chisels, hammers, picks, tweezers, screw drills, punches, and grips.  Uses tools and equivalents such as key duplicating machine, jewelers lathe, bench grinder, combination grinder and buffer, electric drills, acetylene torches, soldering irons and brazing torches, bench lathes, and drill presses

to do the work.  

STANDARDS:

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

B.  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:  1, 2, 3, 4, 5, 6
____________________________________________________________________________________________

DUTY 6:








%
Critical



Plans and lays out work from blueprints, sketches, specifications, and work orders.  Reviews work order requirements to determine the work sequence and selection and use of trade tools and techniques to be applied.  Visits work site and determines if locking devices have been tampered with or if there is a weakness in security systems.  Works with incomplete drawings or specifications that frequently require the development of sketches, drawings, or diagrams with sufficient detail to identify missing tolerances, dimensions, and critical parts or surfaces.  Makes changes to job layout based on on-site inspection of job.  Determines the time frame for completing repairs and coordinates with personnel in other shops or trades, i.e., machinists in identifying tolerances and machining irregularly shaped parts.  Advises management in determining the most suitable locks to be used in solving specific security problems.  May be required to provide technical assistance and guidance to lower level workers.  

STANDARDS:

A.  With few exceptions, accurately develops and interprets blueprints, sketches, work orders, and specifications and determines project requirements. 

B.  Almost always, efficiently plans sequence of work by determining work to be done, materials required, and proper tools for the project.

C.  Typically communicates with management and engineering/planning personnel in resolving security problems in an effective and timely manner.
KSA:  1, 2, 3, 6

___________________________________________________________________________________________

DUTY 7:








%
Critical


Utilizes safety and security practices and procedures following established rules and regulations and maintains a safe, clean, and secure work environment.  Performs clean-up duties, such as cleaning equipment, sweeping, straightening, and lining up tools and other property in the assigned area.

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

____________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):

1.  Knowledge of the master key systems; and internal structure and operating characteristics of a wide range of makes, models, and types of common mechanical locking mechanisms and of their working interrelationship with related components comprising the locking system of the security units in which they are installed in order to select methods used in neutralizing, troubleshooting, and repairing the locking mechanisms.

2.  Knowledge of various types of woods and metals in order to select appropriate tools and equipment.

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

4.  Skill in using small hand tools; soldering irons and brazing torches; adjusting and using powered tools common to the trade.

5.  Ability to perform visual and operational checks and use dexterity and coordination between hands and eyes to remove broken keys from keyways and open standard locks.   

6.  Ability to select commonly used neutralization techniques; apply technical manuals, manufacturers diagrams and specifications; and determine work sequence.

CLASSIFICATION CRITERIA:

1.  Skill and Knowledge
-- Thorough knowledge of the full range of locking devices and their parts to select substitute parts which would be suitable for use in fabricating locking devices to meet special security objectives.

-- Broad knowledge of the functions and capabilities of commercially manufactured locking devices, as well as their working interrelationships with a variety of equipment such as monitors, alarms, timing mechanisms, sensors, and other related items which make up a complete security or surveillance system.

-- Knowledge of a variety of metals to select the drill bits or torches to be used in neutralizing the lockouts.

-- In-depth knowledge of neutralization techniques when conducting investigations to determine if locking devices have been tampered with.

-- Knowledge of master key system to set up coding system involving varying types of locks and keyways.

-- Skill to determine precise locations and angles for drilling and/or burning without harming the contents or causing irrevocable damage to the locking mechanisms or the containers based on knowledge of points of least resistance of the lock mechanisms and/or containers.

-- Skill in developing drawings or diagrams that identify necessary dimensions and special parts or surfaces 

to be used in the manufacture and installation processes.

-- Skill in reworking and finishing substitute parts and fabricating parts to close fits.

-- Skill in improvising and applying neutralization techniques that do not damage the locking devices and security containers or doors during lockout situations.

-- Skill in planning and laying out work.

-- Skill in the manipulation of combination locks as well as picking key locks by determining number of wheel tumblers, locating and plotting contact point readings on graphs, and determining true centers using a developed sense of “feel” and hearing aids such as stethoscopes to amplify sounds within the lock case.

-- Skill in soldering or brazing broken locking parts together; reshaping parts by grinding and filing; and fabricating parts when they are not available in stock such as fences, dial posts, rings, spacers, and spline keys by sawing, filing and grinding stock metal.

-- Skill in the adjustment, maintenance, and use of standard hand tools such as files, picks, tweezers, tension wrenches as well as powered tools common to the trade such as key duplicating and coding machines, grinders and buffers, stamping machines, electric drills, acetylene torches, soldering irons and brazing torches, bench lathes and drill presses.

. 

-- Ability to apply sound judgment in the selection of commonly used neutralization techniques.

-- Ability to independently interpret and apply technical manuals, manufacturers diagrams, and specifications while repairing and testing the locking mechanisms.

2.  Responsibility
Employee receives assignments from the supervisor, specifying the desired final product.  The employee solves problems that require modification of accepted trade practices, procedures, and methods and must make more difficult judgments and decisions when modifying and reworking locking devices for special security objectives.  The employee may also be responsible for providing technical assistance and guidance at remote customer locations.  The locksmith typically receives no technical supervision and the work is reviewed on the basis 

of meeting user needs.

3.  Physical Effort

Work seldom requires lifting or carrying of items weighing in excess of 15 lbs.  Frequently stands, stoops, bends, kneels, and works in awkward positions when installing and opening locks and emergency exit hardware on-site.  May be required to lift security containers weighing up to 50 pounds and heavier weights with assistance.

4.  Working Conditions
Work is normally performed inside in areas that are well lighted, heated, and ventilated.  Occasionally, work is performed outside in bad weather or in areas that are drafty and poorly lighted.  Possibility of exposure to cuts, scrapes, and bruises.  Exposed to the possibility of burns while using acetylene torches, bracing torches, and soldering irons.

____________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  May be required to drive a motor vehicle.  A valid driver’s license may be required for the position.

2.  May be required to assist other workers in various crafts.

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

4.  Keeps abreast of developments in lock and security systems by regularly reading/reviewing a variety of current publications as well as formal training and correspondence.

____________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM FWS Job Grading Standard for Locksmith, WG-4804, TS-38 dated October 1979.

CLASSIFICATION REMARKS:
NOTE(S) TO USERS:

SCPD was updated 07/31/02.  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 7 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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