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SUPV LEVEL CODE:
8
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48IA

TARGET GRADE:
05
FLSA:
Non-Exempt


JOB SHARE:
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SENSITIVITY:

BUS:
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DRUG TEST:
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POSITION HIST:
See Notes to Users
__________________________________________________________________________________________________
CLASSIFICATION:  Instrument Mechanic Helper, WG-3359-05

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

1ST SKILL CODE:
100%
HHB
Instrument Mechanic

2ND SKILL CODE:


3RD SKILL CODE:


__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 9/03/99

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 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
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Date


*Signature acknowledges receipt.  It does not indicate agreement/disagreement.

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:  

The primary purpose of this position is:  To assist journey level workers in the repair and maintenance of instruments containing electric, mechanical, pneumatic, hydraulic, and/or electronic components, assemblies, and controls.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:  

The organizational goals or objectives of this position are:
__________________________________________________________________________________________________

DUTY 1:









%
Critical


Assists journey level workers by performing the simpler and more routine duties of the trade as instructed by the worker.  Prepares or gathers all necessary tools and equipment for the assignment, and prepares the work site.   Assists in the removal, repair, and installation of components, assemblies, and devices.  Carries tools, equipment, and mechanical supplies and provides to journey level workers, as required.

STANDARDS:
A.  Typically prepares work site and gathers all necessary tools and equipment in an efficient manner.  

B.  On a regular basis, effectively assists journey level workers by providing appropriate tools and materials.  

C.  With rare exception, reliably performs simple and routine tasks of the trade.  

KSA:  1, 2, 3, 4, 5
__________________________________________________________________________________________________
DUTY 2:









%
Critical


Under close supervision, learns to perform the more advanced work of the trade as a means of developing trade skills and gaining knowledge of the trade.  Learns to read and use work orders, blueprints, schematic diagrams, manufacturer’s catalogs, and repair manuals.  Learns to use mechanical tools and equipment to complete tasks.  Learns to repair devices that have little or no interaction between components that would complicate repair and test procedures.   Learns to use standard measuring devices such as micrometers, dial indicators, and feeler gauges to maintain accurate dimensions and close tolerances.  Learns to detect damaged parts such as broken wires, cracked insulation, worn gears, cracked solder joints, and defective contacts, pivots, springs, or similar deficiencies.  Routine tasks are performed independently as they are learned.

STANDARDS:
A.  Usually accomplishes work accurately and in accordance with instructions provided by journey level worker.  

KSA:  1, 2, 3, 4, 5
__________________________________________________________________________________________________
DUTY 3:









%
Critical


Accounts for power tools and equipment, and common hand tools.  Picks up all tools and equipment after completion of project or assignment.  Cleans, oils, and greases tools and equipment, as required.  Returns tools and equipment to designated location and keeps work area clean and orderly.

STANDARDS:
A.  With few exceptions, appropriately maintains tools, equipment, and work area.

B.  Typically accounts for all tools and equipment in an accurate manner.

KSA:  1, 2, 3, 4, 6
__________________________________________________________________________________________________
DUTY 4:









%
Critical


Performs shop support work.  Working with journey level worker as instructed, prepares records of action taken on work order requests, preventive maintenance schedules, written instructions, etc., and obtains required coordination and signatures.  Receives supplies and equipment.  Validates stock numbers, quantity, and nomenclature on associated paperwork.  Notifies supervisor of discrepancies.  Stores supplies and equipment in proper bin or rack according to nomenclature, size, and available space.

STANDARDS:
A.  Most of the time, accurately completes up-to-date record of action taken and assures documentation is properly signed and coordinated in a timely manner.

B.  Typically receives, validates, and stores supplies and equipment effectively and in accordance with instructions.

KSA:  1, 2, 4, 5, 6
__________________________________________________________________________________________________
DUTY 5:









%
Critical


Utilizes safety practices and procedures following established safety rules and regulations to maintain a safe and clean work environment.  Uses and assures proper fit of required safety equipment and clothing.

STANDARDS:
A.  Consistently operates equipment in a safe manner, applying established safety rules and regulations to minimize minor violations due to employee error or negligence.

B.  Constantly observes all safety warnings and instructions.

C.  Promptly informs the supervisor, journey level, or higher grade employee of accidents and/or damages to supplies or equipment or of any observed unsafe practices in accordance with established policies and procedures.

KSA:  1, 2, 4, 7

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Ability to follow directions and work closely with others.

2.  Ability to follow safety regulations and procedures.

3.  Ability to learn technical practices of the trade and carry out assigned tasks.

4.  Ability to learn to use and maintain power and hand tools; and to handle weights.

5.  Ability to learn to read and use written instructions, standard specifications, mechanical drawings, and wiring diagrams.

6.  Ability to learn to receive, validate, and store tools, equipment, and supplies.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
1.  Skill and Knowledge:
-- Ability to learn to apply the basic principles and practices related to the instrument mechanic trade.

-- Ability to learn instrument repair principles, parts, components, and assemblies to assist journey level workers.

-- Ability to perform specific tasks in support of higher level work in compliance with specific instructions.

-- Ability to use common hand and power tools associated with the trade.

2.  Responsibility:
Receives continuous supervision from the supervisor or a journey level employee who gives detailed instructions on new assignments and closely reviews work in progress and upon completion.  Supervisor or an experienced journey level worker is readily available to resolve problems or answer questions.  Performs simple, routine tasks under general supervision after they are learned.

3.  Physical Effort:
The work often requires working in sitting positions for extended periods of time.  Some work requires long periods of standing, walking, bending, and reaching.  Frequently lifts, handles, and carries items weighing up to 40 pounds unassisted, and occasionally items weighing more than 40 pounds with the assistance of other workers or weight handling equipment.

4.  Working Conditions:
Work is usually performed in areas that are adequately lighted, ventilated, and heated.  May be required to work in clean room conditions where special garments including head coverings, shoe coverings, and gloves are required.  May be required to use protective equipment such as hard hats, safety glasses and shoes, face shields, earplugs, and respirators.  Work involves the use of cleaning solvents and lubricants that may expose workers to unpleasant fumes.  Exposed to the possibility of electrical shock; burns from hot solder, soldering irons, and electrical sparks; and cuts, bruises, and abrasions from operating power tools and equipment.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
May be required to work overtime, rotating shifts, uncommon tours, weekends, etc.

____________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDS USED:  OPM Job Grading Standard for Trades Helper Jobs, TS-3, November 1974; and OPM Job Grading Standard for Instrument Mechanic, WG-3359, TS-73, March.
CLASSIFICATION REMARKS:  Position classified by application of the Standard for Trades Helper Jobs. Title constructed following instructions in the WG-3359 and Trades Helper JGS.  The JGS for Trades Helper Jobs describes two types of positions.  In one work situation, the helper assists journey workers by performing the simpler and more routine duties of the trade and working with the journey worker as instructed.  Others perform the duties as a means of developing trade skills and gaining knowledge of the trade to move to intermediate and journey levels.  This position is developed for use in the latter situation.  This position is not part of a formal apprentice program and is not targeted to a higher grade.  The Helper in this position is assigned to a journey level worker who works with and instructs the employee in performing duties common to the trade.  Advancement depends upon selection to a higher grade position.  
NOTES TO USERS:  
1.  This position is established to develop trade skills and gain knowledge of the trade.  If your position requires performance of WG-05 level tasks on a continuing basis, and is not intended to be developmental in nature, Duty 2 should be removed.  This change will not impact the use of this document as an Air Force Standard Core Personnel Document (SCPD).  Do not change the SCPD Number for this or other minor modifications.  The helper may assist any higher level worker, but in order for Duty 2 to be valid as trade skills learning situation, the worker assisted should at least be at the WG-09 level.

2.  SCPD was updated 05/13/03.  The following updates were made:

*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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