STANDARD CORE PERSONNEL DOCUMENT

Number:  9W043
______________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9W043

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
59OA

TARGET GRADE:
05
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:
See Note to Users
____________________________________________________________________________________________

CLASSIFICATION:  Fork Lift Operator, WG-5704-05

DUTY TITLE

____________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
100%
KXW
Fork Lift Operating

2ND SKILL CODE:

%

3RD SKILL CODE:

%

____________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 9/18/96 

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 is:  To operate electric, diesel, gasoline, or LPG powered fork lift trucks to move, stack and unstack, and load and unload materials in and about warehouses, storage areas, loading docks, and on and off vehicles.

The organizational location of this position is:  

____________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  

____________________________________________________________________________________________

DUTY 1:








%
Critical



Operates electric, gasoline, LPG, or diesel powered fork lift trucks capable of lifting loads weighing less than 10,000 pounds as high as 168 inches.  Maneuvers vehicle to load, unload, and place supplies, materials, and equipment in narrow warehouse aisles, and on railroad cars, trucks, planes, etc.  Completes required warehousing forms and obtains needed signatures.

STANDARDS:
A.  With rare exception, skillfully and safely maneuvers fork lift trucks to load, unload, and place containers, materials, and equipment in confined areas.

B.  Usually completes required forms and obtains specified signatures in a timely and accurate manner.

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

____________________________________________________________________________________________

DUTY 2:








%
Critical



Operates fork lift truck controls to transport bulky and unwieldy items requiring special consideration for load balance.  Provides protection for fragile and high value materials.

STANDARDS:
A.  On a regular basis, effectively regulates fork lift truck controls, exercising care to avoid overloading or improper stacking or movement of supplies and materials.

B.  Typically maneuvers fork lift truck in a skillful manner in confined areas gauging height, length, width, weight, and balance of load.

C.  Normally protects fragile and high value items.

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

____________________________________________________________________________________________

DUTY 3:








%
Critical



Maintains equipment/vehicle(s) to ensure proper operation and readiness for future use.  Inventories and inspects equipment/vehicle(s) on a regular basis and reports discrepancies.  Performs routine cleaning and preventive maintenance on equipment/vehicle(s).

STANDARDS:
A.  In most cases, properly maintains assigned equipment/vehicle.

B.  Almost always, promptly reports equipment/vehicle discrepancies to the supervisor.

KSA:  1, 3

____________________________________________________________________________________________

DUTY 4:








%
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 required safety equipment and clothing.  Follows federal and state rules when storing, using, handling, labeling, and disposing of hazardous materials in accordance with environmental standards.  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.
C.  Complies with environmental laws and regulations when working with chemicals and disposing of toxic and hazardous waste.
KSA:  1, 2, 3, 4, 5, 6

____________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge to operate one or more electric, diesel, gasoline, or LPG fork lift trucks with a capacity of less than 10,000 pounds and a lift reach of up to 168 inches; and to perform required operator and preventive maintenance services and to report problems, mechanical defects, and other improper conditions to the supervisor, without more than normal supervision.

2.  Knowledge of work practices to accurately gauge height, length, width, and weight of load and determine proper warehousing/storage location.

3.  Knowledge of safety rules and regulations to minimize safety violations and injuries.

4.  Skill in operating fork lift trucks to move, stack, unstack, load, and unload materials in and about warehouses, storage areas, loading docks, and vehicles.

5.  Ability to interpret instructions and specifications related to fork lift operation; and to orient to a storage area quickly, without the need for detailed instructions.

6.  Ability to safely operate a variety of fork lifts less than 10,000 pounds capacity to include moving about in places where there is little room to stack or maneuver.

____________________________________________________________________________________________

CLASSIFICATION CRITERIA:

1.  Skill and Knowledge

--  Knowledge of various types of fork lift trucks, their capacities and capabilities, and operation techniques.

--  Knowledge to perform required operator and preventive maintenance services and to report problems, mechanical defects, and other improper conditions to the supervisor.

--  Knowledge of the storage area layout in order to store and remove materials and equipment without need for detailed instructions.

--  Knowledge of safety rules and regulations to minimize safety violations and injuries.  
--  Knowledge to select the best route, observing traffic, safety, and fire regulations.

--  Knowledge to perform required operator and preventive maintenance services, and to immediately report problems, mechanical defects, and other improper conditions to the supervisor.

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

--  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.

2.  Responsibility

The supervisor or dispatcher provides oral instructions or written job orders which direct the fork lift operator when and where loads are to be moved and placed.  Employee is responsible for accomplishment of operator and preventive maintenance, cleaning of the fork lift truck(s), and compliance with safety and traffic rules.  The supervisor provides assistance as required and checks effectiveness of work performed.

3.  Physical Effort

Moderate physical effort is required to operate hand and foot controls while driving, turning, starting, and stopping the fork lift truck, and raising, lowering, and tilting loads being moved.  Employee may be required to operate in an uncomfortable position for long periods of time.  Employee is subject to body strains from repetitive motion, and from bending and twisting in order to observe equipment operation.  Good hand, foot, and eye coordination is required to operate controls.

4.  Working Conditions

Work is generally performed inside in areas that may be hot, damp, cold, drafty, or poorly lighted.  Occasionally works outside in all kinds of weather.  Frequently exposed to the possibility of cuts, scrapes, bruises, abrasions, falls, and injury in performing assigned tasks.  Works in narrow aisles and in areas where there is frequent vehicular or pedestrian traffic.  If working with hazardous materials, may be subject to exposure from radiation, toxins, and explosive hazards.

____________________________________________________________________________________________

Other significant facts pertaining to this position are:  

1.  The work requires the employee to possess applicable license(s) or authorizations to operate assigned equipment.

2.  Shift work may be required.

3.  May work with hazardous materials.

____________________________________________________________________________________________

CLASSIFICATION SUMMARY:  

CLASSIFICATION STANDARD USED:  OPM Job Grading Standard for Fork Lift Operator, WG-5704, TS-3 dated November 1968.

CLASSIFICATION REMARKS:  

NOTE TO USERS: 
1.  SCPD was updated 08/27/03.  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.

*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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