STANDARD CORE PERSONNEL DOCUMENT

Number:  9W007

____________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9W007

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
16QA

TARGET GRADE:
07
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:
See Note to Users

____________________________________________________________________________________________

CLASSIFICATION:  Materials Expediter, WG-6910-07

DUTY TITLE

____________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
100%
MMK
Materials Expediting

2ND SKILL CODE:
      %

3RD SKILL CODE:
      %

____________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 9/19/96 

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:

[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 route and expedite the movement of parts, end items, supplies, and materials within production and repair facilities to meet priority needs.

The organizational location of this position is:

____________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:

____________________________________________________________________________________________

DUTY 1:








%
Critical



Routes and moves parts, assemblies, and other materials into and out of industrial shop facilities.  Locates critical items in shops and arranges with schedulers and supervisors to advance processing and production time frames.  Receives and reviews Due In From Maintenance (DIFM) listings, distributes to shops as required, and coordinates and obtains status and location of items on listings.  Determines appropriate materials handling methods and devices needed to move items and prepares and processes any necessary paperwork.  Dispatches materials through shops.

STANDARDS:

A.  With few exceptions, promptly identifies and expedites movement of both routine and priority items.

B.  Routinely prepares accurate, complete, and up-to-date records of actions taken and assures documentation is properly signed and coordinated in a timely manner.

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

DUTY 2:








%
Critical



Receives routed materials, parts, components, and assemblies.  Examines items received to verify part numbers, identities, correct quantities, condition, and destination.  When routing documents are missing or item identity is questionable, makes positive item identifications by reference to appropriate manuals and blueprints.  Attempts to locate missing items, initiating requests for replacement parts as appropriate.

STANDARDS:

A.  Routinely checks routing documents carefully to make sure previous production and processing steps were completed.

B.  Almost always, promptly backtracks on routings to locate missing items.

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

DUTY 3:








%
Critical



Selects parts and materials to be turned into Supply.  Obtains necessary information and prepares documents.  Temporarily stores items in a holding area until they can be routed to proper destination.  Loads and unloads material on pallets, trucks, hand carts, and dollies.

STANDARDS:

A.  Typically ensures holding area is well organized and maintained within good housekeeping standards.

B.  Normally takes appropriate precaution in handling, storing, and moving material to prevent damage.

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

DUTY 4:








%
Critical



Receives requests for parts and materials.  Obtains required items from other shops and supply points and/or prepares requisitions for items needed to support production work requirements.  Checks status of overdue items to determine reasons for delays and estimated delivery dates and prepares reports of delayed and backlogged items.  Refers unresolved material shortages or needs to supervisor with recommendations for local purchases or on-site fabrications.  Coordinates with production controllers on high usage materials for incorporation into material standards.  Obtains and coordinates requirements for kits (including Time Compliance Technical Order (TCTO) kits) or units and establishes and maintains appropriate records.

STANDARDS:

A.  With few exceptions, accurately researches stock lists, technical orders, blueprints, and other documents to obtain or verify information regarding items needed.

B.  Almost always, promptly prepares and processes paperwork required for obtaining urgently needed items.

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

DUTY 5:








%
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 any required safety equipment and clothing.

STANDARDS:

A.  Consistently loads, unloads, and moves items 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.

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

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):

1.  Knowledge of production processes and supply procedures in order to locate and expedite critical parts; and technical practices to be able to route, move, assemble, receive, select, and obtain materials.

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

3.  Knowledge of parts and equipment to be able to identify most of the parts, tools, and equipment encountered on several concurrent projects.

4.  Ability to carry out work practices such as verifying and correcting routing and ordering documents and keeping things neat, clean, and in order.

5.  Ability to read and interpret instructions and production control and supply documents.

6.  Ability to route, obtain, and expedite parts, end items, supplies, and materials without more than normal supervision.

____________________________________________________________________________________________

CLASSIFICATION CRITERIA:

1.  Skill and Knowledge

-- Knowledge of parts, materials, and equipment to identify most parts, tools, and equipment encountered on several concurrent projects; to identify major items visually; and determine acceptable substitutes or higher-level assemblies.

-- Knowledge of frequency usage of different items, production processes, and methods of different shops and supply procedures in order to locate and expedite movements of critical parts to facilitate production.  

-- Knowledge of production processes and supply procedures to locate parts at intermediate stages and arrange for priority movement.

-- Knowledge of safety regulations, practices, and procedures to ensure established rules are being followed.

-- Ability to meet production schedules.  

-- Ability to read and interpret all usual instructions and production control and supply documents, including requisitions, routing cards, and shop orders.

2.  Responsibility

Carries out work of assigned operations with little or no continuing supervision.  Supervisor reviews overall work for effectiveness in maintaining orderly flow of parts and materials and energy and initiative displayed in expediting actions for priority needs.  Recommendations for material actions entailing additional expenditures of money or staffing resources or use of substitutes or higher-level assemblies must be approved by supervisor and/or higher levels before implementation.

3.  Physical Effort

Employee regularly handles weights of up to 40 pounds unassisted.  Employee occasionally handles weights up to 60 pounds.  Material handling devices and assistance of other workers are available for handling especially heavy items.  Heavy exertion is frequent.  Frequent kneeling, crouching, stooping, and walking are required.

4.  Working Conditions

Regularly exposed to possible injuries associated with handling equipment.  Work is usually performed indoors in well lighted and well-ventilated shop areas.  May be exposed to outdoor conditions for short time periods.  Regularly exposed to shop noises, dirt, fumes, and vibrations.

____________________________________________________________________________________________

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.

2.  Shift work and/or overtime may be required.

3.  May be required to operate a fork lift.

4.  As required, may train and/or guide lower grade or lesser-experienced employees.

____________________________________________________________________________________________

CLASSIFICATION SUMMARY:

CLASSIFICATION STANDARD USED:  OPM Job Grading Standard for Materials Expediter, WG-6910, 

TS-25 dated June 1973.

CLASSIFICATION REMARKS:

NOTE TO USERS:

1.  SCPD was updated 09/11/03.  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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