STANDARD CORE PERSONNEL DOCUMENT

                Number:  9W076


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:              9W076

SUPV LEVEL CODE:    8

COMP LEVEL CODE:     75QA

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:  Cook, WG-7404-08

DUTY TITLE:

____________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
100%
MSR        Cooking

2ND SKILL CODE:

3RD SKILL CODE:

____________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 4/29/97 

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:
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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 prepare and cook a wide variety of foods in large quantities for regular and modified diet menus.

The organizational location of this position is:
____________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:
____________________________________________________________________________________________

DUTY 1:








%
Critical



Independently prepares and cooks all types of meats, poultry, seafood, vegetables, fruits, dessert items, sauces, and gravies for regular and special/modified diet menus.  Plans and coordinates the preparation of entire meals involving quantity food production where number of items are cooked simultaneously and require varied cooking methods, timing requirements, many ingredients, and numerous interrelated steps.  Examines all food for quality and freshness before preparation.  Prepares, cooks, seasons and portions food for all meals using standardized recipes.  Plans, schedules, and regulates cooking procedures so that numerous completed food items are ready at the appropriate temperature and time.  Prepares a variety of menu items using several different and complex methods of preparation such as cook/chill.  Utilizes standard and therapeutic recipes, cooking procedures, and methods and formulas to properly prepare modified diets such as diabetic, sodium and calorie restricted, low cholesterol, fiber restricted, and liquid.  Arranges, decorates, and garnishes food according to equipment and products available.  Interacts with patients and customers in a polite and courteous manner.  May be assigned cashier duties in the absence of regular employee.

STANDARDS:
A.  With few exceptions, accurately plans, schedules, and regulates cooking procedures so that numerous completed items are ready at appropriate temperatures and times.

B.  Almost always, effectively examines food quality and freshness and correctly evaluates and adjusts menu preparation on standard and therapeutic recipes.

C.  Typically cooks, seasons, and presents foods properly and in a visually appealing manner.

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

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

____________________________________________________________________________________________

DUTY 2:








%
Critical



Develops new and modifies standardized recipes for quantity cooking and tests and evaluates new food products.  Utilizes special or difficult recipes that require numerous interrelated steps, many ingredients, and lengthy preparation time.  Adjusts measurements and revises recipes to improve taste, texture, and appearance.  Changes quantities or conforms to special and modified diet requirements for large-scale food preparation.  Makes modifications to recipes for ingredient quantities, the number of servings, and the size of the equipment available.

STANDARDS:
A.  With few exceptions, correctly calculates quantity shown to actual number of servings needed to achieve an attractive product and quantity of portion servings.

B.  Almost always, accurately tests and evaluates new food products, makes modifications to standard recipes, and develops new recipes to achieve desired result.

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

_____________________________________________________________________________________________

DUTY 3:








%
Critical
Independently analyzes and corrects production problems, coordinates the cooking process, and performs kitchen management.  Plans and coordinates a full range of food preparation activities involving quantity food production, initiates corrective action when an item does not meet established quality standards, and evaluates final food products.  Performs yield testing for selected food items to determine the serving weight or volume after preparation.  Maintains rotation of food inventories to prevent spoilage.  Orders food in accordance with daily and weekly menu requirements.  Issues and stores food items in accordance with inventory and sanitation requirements.  Labels food that is opened before it is stored.
STANDARDS:

A.  Routinely corrects production problems in a timely manner.

B.  Normally performs accurate yield testing to determine serving weight or volume.

C.  With few exceptions, accurately maintains rotation of food inventories and thoroughly checks inventories and food labeling to assure food safety and usage within prescribed time frame.

KSA:  1, 3, 5, 6
_____________________________________________________________________________________________

DUTY 4:








%
Critical


Assists and guides lower grade civilian/military cooks in the planning and coordination of work at one or more work centers in a production kitchen in order to accomplish a variety of quantity cooking operations.  Reviews menus and standardized recipes with them to assure food items are made correctly.  Instructs use of exchange lists such as diabetic meal planning.  Gives guidance on which meats, fish, and other foods are prohibited and which are permitted, and with what degree of frequency in a controlled diet, including preferred cooking methods.  Provides instruction on food production principles and techniques on sanitation and safety practices and procedures on core cooking functions.  May serve as job skills certifier for food.

STANDARDS:
A.  Ordinarily provides proper guidance and assistance to lower grade cooks.

B.  Almost always, effectively emphasizes compliance of health and safety regulations in accordance with established policies and procedures.

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

____________________________________________________________________________________________

DUTY 5







%
Critical



Uses, maintains, and cleans tools and specialized equipment such as trunnion kettle, chopper, vegetable peeler, and vertical cutter-mixer.  Washes dishes, glasses, and flatware.  Operates a mechanical dishwasher.  Cleans equipment, storage areas, walls and ceilings, floors, work tables, walk-in refrigerators, and duckboards.  Sweeps, mops, and waxes floors.  Disposes garbage and trash.  Carries supplies between storerooms, kitchen, and serving areas.

STANDARDS:

A.  With few exceptions, properly operates, breaks down, and cleans kitchen tools and equipment following established procedures.

B.  Almost always, effectively performs cleaning tasks within established time frames to meet sanitation requirements.

C.  Typically disposes of garbage and trash promptly and in accordance with established procedures.
KSA:  3, 4

_____________________________________________________________________________________________

DUTY 6:








%
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 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 unobserved unsafe practices and/or procedures manner in accordance with established policies and procedures.

KSA:  1, 3, 4

___________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of the full range of methods and techniques pertaining to food preparation principles, development of new or revised recipes, and procedures related to cooking in large quantities; special and modified diets; standard formulas used in yield testing; and food handling and storage practices.

2.  Knowledge of importance of flavorings such as vanilla, herbs, and spices and special rules applying to seasonings when modifying and extending recipes for large quantities of food.

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

4.  Skill to overcome practical production problems; evaluate and initiate corrective action; and operate, break down, and clean kitchen tools and specialized equipment.

5.  Ability to use arithmetic computations to determine the quantities needed to prepare the required amounts, multiply ingredients, calculate servings per container, adjust measurements, and revise recipes.

6.  Ability to communicate effectively, both orally and in writing; and read and understand menus, recipes, worksheets, food labels, computerized food production sheets, and metric conversion tables.

_________________________________________________________________________________________

CLASSIFICATION CRITERIA:

1.  Skill and Knowledge:
-- Thorough knowledge of the full range of food preparation principles, including the techniques and procedures necessary to develop new or revise current recipes.

-- Knowledge of methods and techniques pertaining to food preparation in large quantities, and development of standard recipes for quantity cooking to include the special rules that apply to the use of seasonings.

-- Knowledge of special and modified diets.

-- Broad knowledge of health, safety, and sanitation procedures and regulations, and proper food protection procedures.

-- Knowledge of the principles of food spoilage, food borne illness, and food safety.

-- Knowledge of standard formulas used in yield testing to determine portion cost and to adjust ingredients in standard recipes when altering the number of servings required.  

-- Knowledge of various tables of weights and measures.

-- Skill in overcoming practical production problems, evaluate final food products, and initiate corrective action.

-- Skill in operating, breaking down, and cleaning kitchen tools and specialized equipment.

-- Skill in managing various cooking processes so that food items are served at their peak taste, texture, and appearance with minimum holding periods.

-- Ability to convert from the U.S. standard system to the metric system.

-- Ability to perform basic arithmetic computations to multiply ingredients in a recipe and calculate how many servings a container holds.

-- Ability to expand and modify recipes according to capacity of equipment available and changes in the number of servings required.

-- Ability to read with understanding food labels, standard recipes, computerized food production sheets, metric conversion tables, and work instructions.

2.  Responsibility:
Supervisor establishes daily written assignments and provides general instructions orally or in writing.  Analyzes and corrects production problems independently.  Coordinates cooking processes for food items for which the incumbent is directly responsible, and those items for which indirectly responsible prepared by other cooks at different work centers.  Determines types and quantities of food to prepare from cook’s worksheet or oral instructions.  Determines when items are done and makes changes or adjustments in recipes to improve flavor, texture, and appearance.  Calculates and determines portion servings for quantities of food.  Instructs lower level cooks in food preparation techniques and on sanitation and safety practices.  Work is subject to spot checks by supervisor for conformance with quality food standards, timeliness, and adherence to established operating procedures, including proper use of commercial food service equipment.

3.  Physical Effort: 

Employee frequently lifts and moves items weighing up to 40 pounds unassisted and occasionally lifts or moves objects weighing over 40 pounds with the assistance of lifting devices or other workers.  Work requires continual standing and walking, and frequent stooping, bending, reaching, pushing, and pulling.

4.  Working Conditions:
Frequently works in areas that are well lit but are often hot and noisy.  Subject to possible cuts from knives and burns from steam, hot foods, stoves, and hot grease and water.  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.  Exposed to steam, fumes, and odors from cooking and to extreme temperature changes when entering and exiting walk-in refrigerators and freezers.

________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.   Shift work may be required.

2.  Required to use/wear safety shoes and cook’s uniform.

3.  Required to possess Food Handler’s License or meet health-screening requirements

4.  Required to maintain a high standard of personal cleanliness.

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

_________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM Job Grading Standard for Cook, WG-7404, TS-63 dated Feb 92.

CLASSIFICATION REMARKS:

Additional classification guidance reviewed includes:  U.S. OPM Position Classification Standard, Sales Store Clerical Series, GS-2091, TS-46 dated Jun 63; Introduction to the Position Classification Standards, TS-107, Aug 91; Digest of Significant Classification Decisions and Opinions, Number 16, Mar 92, Page 6; and Digest of Significant Classification Decisions and Opinions, Number 7, Aug 85, Page 3.  Cashier/Checker duties were determined to be at the GS-02 level as they are normally assigned in the absence of another employee.  Further, these duties are assigned approximately ten percent of the time.  The work would be performed in accordance with specific instructions and subject to close supervision.  Digest Number 7 discusses a pay system determination when both GS and WG duties are assigned.  The requirement for knowledge of basic arithmetic to count change when required to perform cashier duties is neither absolute nor paramount to the primary responsibility of cooking work.  Therefore, the classification to WG-7404 is warranted.

NOTE(S) TO USERS:  

1.  If preparation and cooking of diet foods as described in this SCPD is considered important to the local position, the skill code shred of MST (Diet Cooking) may be added to the basic skill code of MSR (Cooking) without affecting the classification determination.

2.  SCPD was updated 09/09/02.  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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