AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)


ORGANIZATION:		SCPD NUMBER:	9W059


SUPV LEVEL CODE:	  8	COMP LEVEL CODE:	54LA


TARGET GRADE:	10	FLSA:	Non-Exempt


JOB SHARE:		CAREER PROG ID:


SENSITIVITY:		BUS:


EMERGENCY ESS:		DRUG TEST:


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


_________________________________________________________________________________________________


CLASSIFICATION:  Wood Crafter, WG-4605-10


DUTY TITLE


_________________________________________________________________________________________________


ORG & FUNC CODE:


1ST SKILL CODE:	100%	JHFECM	Woodcraftsman/Instructor


2ND SKILL CODE:


3RD SKILL CODE:


__________________________________________________________________________________________________


SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 10/01/96 





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 operate and maintain the wood craft shop and provide instruction and assistance to patrons in making and repairing wooden items such as cabinets, chairs, tables, bookcases, furniture, and toys. 





The organizational location of this position is:  





__________________________________________________________________________________________________


ORGANIZATIONAL GOALS OR OBJECTIVES:  





__________________________________________________________________________________________________





DUTY 1:									%	Critical





Operates and maintains a woodworking shop for patrons to use.  Equips shop with a variety of woodworking and wood crafting equipment.  Maintains stock of wood, wood products, and other woodworking shop supplies to complete a variety of woodworking projects.  Prepares shop budget.  Prepares requests for supplies and equipment required for shop operation.  Registers patrons, collects appropriate fees, and issues materials, tools, and equipment.  Requests supplies and equipment for shop operations.  Controls and accounts for funds.  





STANDARDS: 





A.  Routinely ensures patrons register and pay appropriate fees in accordance with current shop use policy. 





B.  Typically maintains an adequate supply of materials and ensures tools and equipment are in proper working condition. 





C.  With few exceptions, accurately accounts for funds. 





KSA:  1, 2, 3, 6


__________________________________________________________________________________________________





DUTY 2:									%	Critical





Provides direction, instruction, and guidance to patrons in all phases of woodworking and wood crafting and in use of woodworking/crafting tools and equipment.  Instructs and assists patrons in planning and laying out work and in interpreting and checking plans, blueprints, and sketches.  Instructs and assists patrons in making and repairing a variety of wooden items including high-grade items such as fine cabinetry.  Instructs and assists patrons in producing decorative work using methods such as laminating, veneering, plastic overlaying, steam bending, and grain matching.  May be required to conduct training classes for various wood crafts e.g., cabinetry, furniture making, etc.





STANDARDS: 





A.  Almost always demonstrates proper application of specifications and how to read blueprints to assist customers in effectively achieving desired results. 





B.  Almost without exception, effectively demonstrates to patrons how to obtain accuracy in design, precise fits and joints, and fancy features and details. 





C.  Typically, works effectively with customers and displays courtesy. 





KSA:  1, 2, 4, 5, 6


__________________________________________________________________________________________________





DUTY 3:									%	Critical





Personally crafts high-grade wooden items requiring intricate, precise, and fancy features and details such as curved and contoured surfaces, marquetry, book-matched panels, scrollwork, friezes, inlays, and complex joints.  Plans all work sequences for each project considering tooling, durability, cost, strength, and appearance of a variety of softwoods, hardwoods, plywoods, veneers, and wood substitutes.  Selects, cuts, turns, shapes, joins, bonds, fits, and assembles decorative or complex wooden materials and parts.  Produces decorative work using wood crafting methods and techniques such as laminating, veneering, plastic overlaying, steam bending, and grain matching.  





STANDARDS: 





A.  Routinely determines the proper grade, size, and type of lumber or special related materials required for the project.





B.  With rare exception, effectively considers the tooling, durability, cost, strength, and appearance characteristics of wood and wood substitutes.  





KSA:  1, 2, 4, 5, 6


__________________________________________________________________________________________________





DUTY 4:									%	Critical





Utilizes safety practices and procedures following established safety rules and regulations.  Maintains a safe and clean environment.  Posts safety rules on bulletin board and briefs patrons on safety procedures.  Conducts regular safety orientations and certifies individuals to use equipment.  Uses and assures proper fit of required safety equipment and clothing (e.g., hard hats, safety glasses, face shields/masks, respirators, etc.).  





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.  Promptly informs the supervisor of accidents and/or damage to supplies or equipment or of any observed unsafe practices and/or procedures.





C.  Ensures that only patrons properly briefed and certified operate equipment. 





KSA:  1, 2, 4, 5, 6


__________________________________________________________________________________________________





DUTY 5:									%	Critical





Uses and maintains tools and equipment such as power shapers, mortisers, tenoners, jointers, routers, lathes, and various other woodworking tools, accessories, as well as common hand and power tools, to do the work.  Trains patrons in the use of tools and power machinery, including care and safety.  Assists patrons in the selection, set-up, and operation of woodworking machinery.  Maintains a log of tools issued, obtains proper ID and signatures, and ensures tools are returned at completion of project or end-of-day.  Periodically inventories all tools and equipment.  





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.   Almost always, properly trains and certifies individuals to use tools and equipment. 





C.  Typically ensures that only patrons properly briefed and certified operate equipment. 





KSA:  1, 2, 4, 5, 6


__________________________________________________________________________________________________





RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): 





1.  Knowledge of wood crafting methods and techniques to make and repair a variety of wooden items with unique and intricate shapes and designs such as furniture, cabinets, and decorative woodwork; the properties and characteristics of a wide variety of hardwoods, softwoods, plywoods, veneers, wood substitutes, gluing and bonding agents, and other woodworking materials; and arithmetic to compute, check, and ensure consistency of dimensions on interlocking parts.  





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





3.  Knowledge of administrative responsibilities in maintaining a shop to include preparing the operating budget, controlling and accounting for funds, preparing supply requisitions, and maintaining stock and equipment.





4.  Skill in laminating, veneering, plastic overlaying, steam bending, and grain matching; setting up, operating, and maintaining precision wood crafting machines and woodworking hand and power tools to perform machining, scrolling, cutting, turning, and decorating; and interpreting complex instructions, sketches, blueprints, and specifications.  





5.  Ability to make jigs, templates, and fixtures to extend and/or adapt machines for different purposes.  





6.  Ability to instruct and assist wood shop patrons.  


__________________________________________________________________________________________________





CLASSIFICATION CRITERIA: 





1.  Skill and Knowledge 





-- Knowledge of a wide range of complex woodworking techniques to make and repair high-grade wooden items.  These items have intricate, precise, and fancy features and details.  Skill in developing curved, contoured, and shaped surfaces and features such as marquetry, matched panels, matched contours, scrollwork, friezes, inlays, and complex joints.  Skill in laminating, veneering, plastic overlaying, steam bending, and grain matching. 





-- Extensive knowledge of the properties and characteristics of a wide variety of hardwoods, softwoods, and wood substitutes, gluing and bonding agents, and other woodworking materials to produce high-grade wooden items.  Knowledge of the materials' appearance, hardness, elasticity, strength, machining characteristics, and resistance to weather, water, vapors, and chemicals. 





-- Skill to interpret plans, blueprints, and sketches to visualize and complete complex wood crafting projects.  





-- Skill to plan and lay out projects requiring complex patterns, unique and intricate shapes and designs, and a number of interlocking parts which must precisely fit and join.  





-- Skill in operating and maintaining a wide range of woodworking machines, tools, and accessories such as lathes, routers, power shapers, mortisers, tenoners, and jointers.  Ability to devise fixtures, templates, and jigs to hold or guide items in the machinery and to adapt the machines for nonstandard uses.





-- Knowledge of safety procedures.  





-- Ability to assist, instruct, and work closely and courteously with wood shop patrons.





2.  Responsibility 





Receives assignments through written instructions or oral discussions.  Plans and lays out work in sequence to minimize lost time and material waste, substituting various materials as necessary to accomplish the job.  Advises and instructs patrons on the safe and proper operation of tools and equipment.  Selects appropriate combinations of materials, machines, accessories, processes, and techniques.  Consults with the supervisor or customer when changes are proposed that will affect the item's strength, durability, appearance, or cost.  Advises customers on matters such as errors in their plans or dimensions, problems of fit, installation and selection, or substitution of materials.  Works with little guidance or review.  The supervisor furnishes advice and guidance on unusual problems or policy matters.  Performance is evaluated in terms of compliance with established procedures and safety measures and effectiveness of the woodworking program. 





3.  Physical Effort 





Works in tiring positions for prolonged periods.  The work requires frequent standing, bending, stooping, crouching, and arm movement and is sometimes performed in cramped areas, on temporary platforms, and overhead.  Frequently lifts and carries items weighing up to 45 pounds and occasionally lifts heavier items with assistance.  





4.  Working Conditions 





Usually works in woodworking machine shop areas or other enclosed areas which are sometimes unheated.  Frequently is exposed to eye, skin, nose, and lung irritations from glue, bonding chemicals, vapors, splinters, and sawdust.  Is also frequently exposed to the possibility of receiving cuts and serious injuries, such as loss of fingers, from accidents while operating woodworking machines.  To minimize or eliminate the effects of some of these conditions, the employee follows numerous safety practices and wears or uses various protective devices such as hard hats, safety glasses, face shields and face masks, protective ear devices, safety shoes, gloves, and respirators.  These devices may be uncomfortable and may be worn for long periods of time as the environment and job dictate. 


__________________________________________________________________________________________________





Other significant facts pertaining to this position are:





1.  May be required to work other than normal duty hours, which may include evenings, weekends, and/or holidays. 





2.  Emergency overtime may be required.





3.  The work may require the employee to drive a motor vehicle.  An appropriate, valid driver's license may be required for the position. 


__________________________________________________________________________________________________





CLASSIFICATION SUMMARY: 





CLASSIFICATION STANDARD(S) USED:  OPM Job Grading Standard for Wood Crafter, WG-4605, TS-15, April 1991. 





CLASSIFICATION REMARKS: 





NOTE(S) TO USERS:





SCPD was updated 06/25/02.  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 10 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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