STANDARD CORE PERSONNEL DOCUMENT


Number:  9W109


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER: 
9W109

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
72MA

TARGET GRADE:
04
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:
See Note(s) to Users

__________________________________________________________________________________________________

CLASSIFICATION:  Gardener, WG-5003-04

DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
100%
HWHJUD
Gardening/Grounds & Maintenance 

2ND SKILL CODE:

3RD SKILL CODE:

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 4/23/97 

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:

[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 perform seasonal gardening and grounds maintenance duties.

The organizational location of this position is:
__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:
__________________________________________________________________________________________________

DUTY 1:








%
Critical



Plants/transplants specific flowers, shrubs, and grass according to instructions.  Landscapes assigned areas by spreading topsoil, fertilizing, liming, seeding, planting, laying sod, and watering.  Prepares seedbed, plants flowers, lays sod for new lawns, or repairs lawns by tillage and/or topsoiling.  Prepares soil from instructions on proper mixture of such materials as sand, humus, topsoil, and fertilizer.  Places seeds and plants in soil at proper depth, being careful not to damage the root system.  When transplanting, fills in around roots adding water and fertilizer, packs earth around plants/shrubs, and guys or stakes plant to provide necessary support.  Harvests, labels, and stores seeds and bulbs for later use.
STANDARDS:

A.  Routinely plants and transplants flowers, shrubs, and grass in an appropriate and timely manner.

B.  With few exceptions, properly prepares soil using proper mixture of sand, humus, topsoil, and fertilizer.

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

__________________________________________________________________________________________________

DUTY 2:








%
Critical



Performs grounds maintenance work, such as mowing, weeding, watering, pruning, and trimming according to instructions.  Mows and trims grass evenly, weeds flower beds, and waters lawn and nursery.  Uses approved methods to prune/trim shrubs and hedges to obtain the shape, size, and growth required.  Makes proper cuts using pruning shears, saws, and other tools.  Notifies supervisor where plants or hedges will require excessive pruning or trimming to obtain desired results.  Looks for obvious plant diseases (e.g., molds, brown spot, rusts, blight, and mildew), plant insects (e.g., leaf miners, scale, borers, and slugs), and unusual or poor plant growth and reports these conditions to the supervisor.  May be required to measure and mix specified amounts of fungicides, insecticides, and herbicides following instructions from the supervisor or from information on product labels.  May also spray or dust with these chemicals according to instructions, being careful to avoid damaging plants and spraying people and animals in the area with toxic materials.  Rakes and disposes of clippings, leaves, and twigs.

STANDARDS:
A.  Typically performs grounds maintenance work properly and promptly notifies the supervisor when potential problems are observed or problems occur.

B.  With few exceptions, appropriately disposes of clippings, leaves, twigs, and other debris prior to leaving the job site.

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

__________________________________________________________________________________________________

DUTY 3:








%
Critical



Uses and maintains a variety of hand and power operated garden tools and equipment, such as seeders, spreaders, edgers, hedge trimmers, pruning shears, sprayers, spades, hoes, rakes, and mowers.  Washes, cleans, oils, sharpens, lubricates, and performs minor maintenance on equipment.

STANDARDS(S):

A.  With few exceptions, properly uses, maintains, and accounts for all types of hand and/or power tools required to accomplish assigned duties.

KSA:  3, 4, 6
 __________________________________________________________________________________________________

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 and waste 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.

STANDARD(S):
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, 6

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of seasonal gardening tasks such as fertilizing, preparing seedbeds, transplanting, laying sod, aerating, pruning, trimming, and applying chemicals to plants; and grounds maintenance, such as mowing grass and trimming trees and shrubs.

2.  Knowledge of applying fertilizer evenly to avoid underfeeding or burning of plants.

3.  Knowledge of applicable safety practices and procedures.

4.  Skill in using and maintaining hand and power tools such as seeders, spreaders, edgers, hedge trimmers, pruning shears, sprayers, spades, hoes, rakes, and mowers.

5.  Ability to recognize obvious plant diseases, plant insects, and unusual or poor plant growth.

6.  Ability to follow instructions, work orders, and specifications related to gardening.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

1.  Skill and Knowledge
-- Knowledge of seasonal gardening tasks.  For example, the gardener knows how to apply fertilizer evenly to avoid underfeeding or burning of plants; prepare soil for planting/transplanting; and lay sod, aerate lawns, prune and trim shrubs, and edge for a neat appearance.

-- Knowledge of grounds maintenance such as mowing and trimming grass evenly; weeding flower beds; watering the lawn and nursery; using approved methods to prune/trim shrubs and hedges to obtain the shape, size, and growth required; and to recognize obvious plant diseases (e.g., molds, brown spot, rusts, blight, and mildew), plant insects (e.g., leaf miners, scale, borers, and slugs), and unusual or poor plant growth.

-- Skill in using and maintaining gardening hand and power tools, such as seeders, spreaders, edgers, hedge trimmers, pruning shears, sprayers, spades, hoes, rakes, and mowers.

2.  Responsibility
The supervisor or higher-grade gardener assigns specific plants to tend and instructs on nature of work to be done.  The gardener completes work with little review during its progress.  In measuring and mixing fertilizer or chemical control agents, he/she follows directions from his/her supervisor or the manufacturer’s label.  The supervisor gives advice on new procedures and checks work to see that instructions have been followed.

3.  Physical Effort
Work requires frequent walking, standing, pushing of carts and wheelbarrows, bending, and stooping.  The gardener occasionally climbs ladders to prune or trim vegetation and frequently lifts heavy objects, such as bags of fertilizer and grass seed.

4.  Working Conditions
Work is done outside or in a greenhouse.  In working outside, the gardener is subject to discomfort from long periods in the hot sun, and sometimes to chilly or rainy weather.  Exposed to dirt, dust, mud, and sometimes to chemical sprays and dusts, may wear protective clothing, such as gloves, safety shoes, and boots.  There is a chance of minor injuries such as bruises, cuts, and scrapes and occasional possibility of broken bones from falls.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
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 Gardener, WG-5003, TS-17 dated

June 1971.

NOTE(S) TO USERS:

SCPD was updated 07/31/03.  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 7 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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