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AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9T1 (See Classification Remarks)

SUPV LEVEL CODE:

COMP LEVEL CODE:


TARGET GRADE:

FLSA:
(See Notes to Users)
JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:

__________________________________________________________________________________________________

CLASSIFICATION:  _______________
Supervisor, WS-XXXX-XX

DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:



2ND SKILL CODE:



3RD SKILL CODE:



__________________________________________________________________________________________________

DEVELOPED AND CLASSIFIED BY THE AIR FORCE SCPD LIBRARY, 11/30/99

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 Standard Core Personnel Document 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 exercise technical and administrative supervision over subordinate workers in accomplishing trades and labor work (in a segment of an organization, a group, or work shift).

The organizational location of this position is:  

__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  

The organizational goals or objectives of this position are:

__________________________________________________________________________________________________

DUTY 1:







%
Critical


Performs work planning responsibilities.  Plans use of workers, equipment, facilities, and materials on a daily or by project basis.  Adheres to work priorities, project schedules, resources, and detailed work plans established by higher level supervisors.  Follows customary work cycles and sequences in planning work assignments.  Tracks and reports progress on work assignments and requests authority to adjust worker assignments and to use overtime, equipment, and materials to meet schedules.  Recommends changes to schedules, priorities, and work sequences as necessary and makes minor deviations in procedures or redirects resources under their control to overcome problems such as equipment failure, material delays, or unplanned absences.
STANDARDS:
A.  Regularly plans work in accordance with guidance set by higher level supervisors.

B.  Usually keeps higher level supervision informed of actions impacting labor and other resources.

C.  Typically changes priorities to meet new and/or changing requirements.

KSA:  1, 2, 5, 6

__________________________________________________________________________________________________

DUTY 2:







%
Critical

Performs work direction responsibilities.  Assigns work to individuals and provides technical direction and/or help in accomplishing difficult work steps and processes.  Observes work in progress to anticipate and resolve problems, reassign personnel within group supervised; and coordinates work among workers and other supervisors to maintain work progress to meet schedules.  Inspects completed work for quality and work order requirements.  Reports possible or actual work delays to superiors.

STANDARDS:
A.  Normally assigns work providing technical direction as needed.

B.  Regularly anticipates problems and implements corrective actions to resolve problems.

C.  Routinely coordinates work, conducts quality reviews, and reports delays 

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

__________________________________________________________________________________________________

DUTY 3:







%
Critical

Performs administration responsibilities.  Participates with employees in the development of performance plans and recommends them to supervisors.  Advises employees of performance expectations and explains new work techniques, as required.  Provides proper guidance and direction, continuous feedback on strengths and weaknesses.  Holds employees responsible for satisfactory completion of work assignments, and recommends performance ratings in accordance with regulations.  Recommends appropriate recognition and corrective action, as needed, in performance management.  Recommends the most suitable applicants for vacant positions.  Explains classification determinations to subordinate employees.  Recommends restructuring positions when necessary to achieve the most effective and economical utilization of personnel.  Investigates grievances and complaints, resolving them informally where possible, and notifies supervisors of those of sufficient importance or seriousness.  Recommends training based on needs assessment and mission requirements.  Maintains work reports and records relating to section, e.g., progress, production, cost, personnel, equipment, materials, and time and attendance.  Assists supervisors in planning overall leave schedule.
STANDARDS:
A.  Typically complies with personnel directives.

B.  Regularly recommends performance ratings within established guidelines and time frames.

C.  Routinely proposes personnel actions; recommends recognition and corrective actions in timely manner.

KSA:  1, 2, 5, 6,

DUTY 4:







%
Critical

Applies Equal Employment Opportunity (EEO)/Equal Opportunity Treatment (EOT) principles and requirements to all personnel management actions and decisions, and ensures all personnel are treated in a manner free of discrimination.  Takes positive action to implement affirmative action/EEO initiatives identified in the installation Affirmative Employment Plan.  Takes action to prevent or correct situations that may give rise to complaints of discrimination and/or sexual harassment.  Cooperates fully with counselors, investigators, and examiners.
STANDARDS:
A.  Normally complies with EEO/EOT principles, requirements, and directives.
B.  Generally, prevents/corrects discrimination and/or sexual harassment complaints promptly.  

KSA:  1, 6

DUTY 5:







%
Critical

Ensures education in, compliance with, and practice of security directives, good safety, and health habits in all work areas.  Ensures employees with access to classified information comply with security directives.  Reports all known security violations to the proper authority immediately when discovered.  Submits reports in accordance with reporting directives.  Ensures safety equipment and protective clothing/gear are worn when mandated by regulations.  Reports any condition which might pose a hazard to safety or health to the appropriate authority as soon as possible after detection.

STANDARDS:
A.  Consistently conducts security, safety, and health education to minimize minor violations and to avoid major violations due to employee error or negligence.

B.  Regularly ensures employees are in strict compliance with safety and security procedures and regulations and promptly reports any observed or identified violations in accordance with established guidelines.

C.  Normally fosters a work environment conducive to safe equipment operation through application of established safety rules and regulations.

KSA:  1, 2, 3, 4, 6

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of a wide range of principles, processes, and techniques of trade(s) and/or craft(s) supervised and personnel management policies, practices, and procedures, including sexual harassment and Equal Employment Opportunity/ Equal Employment Treatment.

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

3.  Knowledge of the use and maintenance of hand and power tools, equipment, and precision measuring and /or test equipment common to trades supervised.  

4.  Ability to read and interpret blueprints, diagrams, sketches, and technical specifications.

5.  Ability to plan and organize work assignments to include determining resources required to accomplish mission.

6.  Ability to communicate effectively, both orally and in writing.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

FACTOR I - NATURE OF SUPERVISORY RESPONSIBILITY

Work Situation #1 supervisors are primarily responsible for supervising workers directly or through subordinate leaders, in accomplishing trades and labor work operations in a segment of an organization, a group, or work shift.  

FACTOR II - LEVEL OF WORK SUPERVISED

1.  The occupation(s) directly involved in accomplishing the work assignments and projects which reflect the main purpose or mission of the work operations for which the supervisor is accountable is/are:  ____________________.

2.  The grade of the highest level nonsupervisory work accomplished by subordinates who, under normal job controls, perform the work of one or more of the occupations identified above is:  ________________. (Note exception situations on page 14 of the FWS Standard.)

FACTOR III - SCOPE OF WORK OPERATIONS SUPERVISED
SUBFACTOR A- Scope of Assigned Work Function and Organizational Authority:                    Level A-1 (30 Points)

Has first level supervisory and decision authority over a single work function.  Decisions made are clearly defined or virtually automatic since higher level management has already established a course of action and a methodology for implementation.

SUBFACTOR B- Variety of Function:                                                                                             Level B-__ (__ Points) 

The following questions are to assist in determining the level and points.

 -  What occupations are technically and administratively supervised?

 -  What are the nonsupervisory grade levels of the occupations cited above?

 -  Are the occupations similar and related or dissimilar and unrelated?

SUBFACTOR C- Workforce Dispersion:                                                                                          Level C-__ (__ Points)

The following questions are to assist in determining the level and points.

 -  Is the unit supervised in the same contiguous area?

 -  Does the organization exist in several buildings within the base?

 -  Are the organization’s workers routinely assigned work outside the base but within the commuting area?

 -  Are the organization’s workers routinely assigned work in a large geographic area, e.g., two or more states?

 -  Are the organization’s workers routinely assigned projects in foreign countries? 

NOTE -- it is possible to have no points credited for this subfactor. 

__________________________________________________________________________________________________

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.

__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD USED:  OPM Federal Wage System Job Grading Standard for Supervisors, TS-66 dated December 1992.   

CLASSIFICATION REMARKS:  This is a TEMPLATE to be used for FWS Supervisor positions.  CPCN must start with 9T1 (Remaining 2 digits are to be assigned locally.)

EVALUATION STATEMENT

SERIES DETERMINATION:  The predominant work supervised is _________.  In accordance with the series allocation and titling guidance in the Federal Wage System, Part I (Job Grading System), Section III, Part A, Para 5a and Section III, Part B, Para 2, this position is allocated to the ______series and titled ____________.

Factor I - 

Work Situation:   #1
Factor II - 

Occupation(s) Supervised:  __________

Highest Level of Work Supervised:  ________
Factor III - 

Scope of Work Operations Supervised: 

          Subfactor A:  Level A-1    30 Points  

          Subfactor B:  Level ___    ___Points
          Subfactor C:  Level ___    ___Points
                                Total Points:____          Conversion Points = Level ____ 

Grade Level Adjustment:  No______

                                          Yes______  Reason:___________________________________________________________

Final Grade from Grading Table: ______

Final Classification:  Title, WS-SRS-GRD.

FLSA EXEMPTION:

1.  Employee/military supervised.  

Number of military supervised:  ______ 

Number of appropriated fund civilian employees supervised:  _______

Number of non-appropriated fund civilian employees supervised:  _______

2.  Primary Duty Test.  (Place an X on the appropriate line)

_______ The position meets the primary duty test.

_______ The position does not meet the primary duty test. (If you checked “does not meet” – position is nonexempt)
The primary duty test is met if the employee:

(1) Has the authority to make personnel changes that include, but are not limited to, selecting, removing, advancing in pay, or promoting subordinate employees, or has the authority to suggest or recommend such actions with particular consideration given to these suggestions and recommendations; and
(2) Customarily and regularly exercises discretion and independent judgement in such activities as work planning ad organization; work assignment, direction, review, and evaluation; and other aspects of management of subordinates, including personnel administration.

3.  80 Percent Test.  

_______ The position meets the 80 percent test.

_______ The position does not meet the 80 percent test. (If you checked “does not meet” – position is nonexempt)

The 80 percent test is met if the employee spends 80 percent or more of the worktime in a representative workweek on supervisory and closely related work.

NOTE – when in doubt, code position as nonexempt
__________________________________________________________________________________________________

NOTES TO USERS:

1.  SCPD was updated 08/16/04.  FLSA on coversheet was changed from “Exempt” to “See Notes to Users,” FLSA Exemption criteria was modified, and some standards were modified to read as nonabsolute.  

2.  Minor changes may be made to fit local requirements as long as the changes do not affect the classification or staffing patterns of this SCPD.  
3. Code the position as exempt or nonexempt according to your assessment of the position using the “FLSA Exemption” criteria above.
__________________________________________________________________________________________________
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