AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)


ORGANIZATION:		CPD NUMBER:	9W018


SUPV LEVEL CODE:	8	COMP LEVEL CODE:	72QA


TARGET GRADE:	08	FLSA:	Non-Exempt


JOB SHARE:		CAREER PROG ID:


SENSITIVITY:		BUS:


EMERGENCY ESS:		DRUG TEST:


KEY POSITION:		POSITION HIST:	See Note(s) to Users


____________________________________________________________________________________________


CLASSIFICATION:  Baker, WG-7402-08


DUTY TITLE


____________________________________________________________________________________________


ORG & FUNC CODE:


1ST SKILL CODE:	100%	MSL	Baking


2ND SKILL CODE:	%


3RD SKILL CODE:	%


____________________________________________________________________________________________


SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 5/13/96 





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:


�


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





�
PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:  





The primary purpose of this position is:  To prepare regular and special diet bakery goods.





The organizational location of this position is:  





____________________________________________________________________________________________


ORGANIZATIONAL GOALS OR OBJECTIVES:  





____________________________________________________________________________________________





DUTY 1:									%	Critical		





Prepares a full range of bakery products found on regular and special diet menus such as bread, rolls, cakes, cookies, biscuits, pastries, puddings, fillings, icings, puff pastries, quick breads, batter and sponge cakes, and Danish pastries using a full variety of ingredients.  Decorates the finished bakery products with icing and adds fillings to various pastries to enhance their appeal.  Cuts bakery products into serving-sized portions, places on serving line or on patient tray, and keeps serving line replenished during meal periods.





STANDARDS:





A.  With few exceptions, correctly uses a variety of equipment to mix, kneed, proof, form, and bake dough products in order to properly perform baker duties in a food preparation facility.





B.  Almost always, skillfully makes and applies decorative elements to baked products.





C.  Routinely interacts with patients and customers in an effective, polite, and courteous manner.





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


____________________________________________________________________________________________





DUTY 2:									%	Critical		





Adjusts measurements and revises recipes to improve taste, change quantities, adjust for altitude and humidity, or conform to special diet requirements.





STANDARDS:





A.  Almost always, correctly uses standard recipes and converts quantity shown to actual number of servings needed to achieve an attractive product.





B.  Typically tests and evaluates new and revised recipes effectively.





C.  Normally revises recipes appropriately to achieve desired results.





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


____________________________________________________________________________________________





DUTY 3:									%	Critical		





Utilizes health, safety, and sanitation practices, procedures, rules, and regulations to maintain a safe and clean work environment.  Uses and assures proper fit of required safety equipment and clothing.





STANDARDS:





A.  Consistently operates kitchen equipment in a safe manner, applying established 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 informs the supervisor of accidents and/or damage to supplies or equipment or of any observed unsafe practices and/or procedures in accordance with established policies and procedures.





C.  With rare exception, properly stores products to meet health standards.





KSA:  1, 2, 4, 5


____________________________________________________________________________________________





DUTY 4:									%	Critical		





Uses and maintains hand and power tools and utensils of the baking trade such as rollers, sifters, grinders, cooking vats, proofing boxes, rotating ovens, mixing machines, roll dividers, rounding and molding machines, pie rollers, and bread slicing machines.  Requisitions supplies to meet daily baking requirements.  Maintains records and documents actions.





STANDARDS:





A.  With few exceptions, properly uses, maintains, and accounts for all types of hand and 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.





C.  Typically requisitions supplies correctly.





KSA:  1, 2, 3, 4


____________________________________________________________________________________________





RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):





1.  Knowledge of food handling and storage practices; and a full variety of ingredients used in baked goods, e.g., hard or soft flour, leavening agents, soda, butter or shortening, hard, soft, or mineral water.





2.  Knowledge of health, safety, and sanitation standards and procedures in order to maintain a safe and clean work environment.





3.  Skill in reading menus, recipes, and worksheets in order to prepare attractive, appetizing baked products in the quantities and at the time desired.





4.  Ability to prepare a full range of baked products found on regular and special diet menus such as bread, rolls, cakes, cookies, biscuits, pastries, puddings, fillings, and icings without more than normal supervision; and adjust measurements and revise recipes to improve taste, change quantities, or conform to special diet requirements.





5.  Ability to use and maintain bakery tools and equipment, e.g., rollers, sifters, grinders, cooking vats, proofing boxes, rotating ovens, mixing machines, roll dividers, rounding and molding machines, pie rollers, and bread slicing machines.





6.  Ability to interact politely and courteously with patients and customers.


____________________________________________________________________________________________





CLASSIFICATION CRITERIA:





1.  Skill and Knowledge:





-- Knowledge of a full range of bakery products and processes.





-- Thorough knowledge of a full variety of ingredients used in bakery products such as hard and soft flours, shortenings, leavening agents, and all possible combinations.





-- Knowledge of effects of altitude and humidity on bakery products.





-- Knowledge of oven timing and temperature control.





-- Knowledge of health regulations, sanitation standards, and cleaning methods.





-- Knowledge of safety standards regarding food handling and food storage practices.





-- Skill in the use of bakery tools and equipment including power machines.





 -- Ability to follow recipes, adjust measurements, and revise recipes.





-- Ability to requisition supplies for daily baking requirements.





2.  Responsibility:





Supervisor assigns work orally or through written menus, recipes, and worksheets.  Employee plans work and selects tools and equipment to prepare attractive, appetizing bakery products in the quantities required at times desired.  Employee makes adjustments to recipes, substitutions of ingredients, and changes to improve products.  Employee determines if items are baked properly through appearance, smell, temperature, and consistency.  Supervisor checks completed work to insure foods are baked according to quality standards.





3.  Physical Effort:





Employee frequently lifts and moves items weighing 50 pounds or more.  Work requires continuous bending, stooping, standing or walking.





4.  Working Conditions:





Employee frequently works in disagreeable heat.  Concrete and tile floors are tiring to walk on and freshly scrubbed floors present danger of slipping.  Burns from ovens and hot pans are a hazard.  Injuries may result from use of powered equipment.  Employee is exposed to extremes of temperature when entering and exiting walk-in refrigerators and freezers.


____________________________________________________________________________________________





Other significant facts pertaining to this position are:  





1.  May be required to work rotating shifts and/or other than normal duty hours.





2.  Required to possess Food Handlers License or meet health-screening requirements.





3.  May be required to guide and/or train lower grade employees in preparation of bakery products.





4.  May be required to attend Quality Improvement Training and to participate in section Quality Improvement Teams and data collection efforts.





5.  May be assigned cashier/checker duties in the absence of regular employee.


____________________________________________________________________________________________





CLASSIFICATION SUMMARY:  


CLASSIFICATION STANDARD(S) USED:  OPM Job Grading Standard for Baker, WG-7402; TS-11, dated February 1970.





CLASSIFICATION REMARKS:  





Local CPFs are authorized to add shreds to skill code to conform to local policies and practices.





NOTE(S) TO USERS:





SCPD was updated 03/07/03.  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 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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