STANDARD CORE PERSONNEL DOCUMENT
                                                                  Number:  9W032

____________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:


SCPD NUMBER:
9W032

SUPV LEVEL CODE:     8


COMP LEVEL CODE:      97PA

TARGET GRADE:        06
FLSA:



Non Exempt

JOB SHARE:


CAREER PROG ID:

SENSITIVITY:


BUS:

EMERGENCY ESS:


DRUG TEST:

KEY POSITION:


POSITION HIST:
See Note(s) to Users

__________________________________________________________________________________________________

CLASSIFICATION:  Tools and Parts Attendant, WG-6904-06

DUTY TITLE:  __________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
100%
MKJ
Tools and Parts Attending

2ND SKILL CODE:

3RD SKILL CODE:

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 9/18/96 

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 keep stocks of tools and parts used by shop employees in their work and to issue items to the shop employees when they need them, keeping track of whereabouts of items and monitoring returns.  Also sets up/shifts storage locations as required and makes determinations on tool repair versus disposal, tool calibration, and suitable tool/part substitutes.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS AND OBJECTIVES:
__________________________________________________________________________________________________
DUTY 1:








%
Critical



Performs a complete range of standard receiving and storing of assigned stock, tools, tool kits, and/or equipment items.  Inspects tools and incoming shipments for quantities and possible damage.  Shifts and/or sets up storage areas in consideration of such factors as space availability, turnover, and convenience of handling items.  Maintains storage area security.  Briefs status of operations on a regular basis.
STANDARDS:

A.  With few exceptions, accurately receives and properly stores items in a timely manner.

B.  Almost always, promptly alerts higher-level employee, supervisor, and/or supply personnel of discrepancies and provides recommendations.

C.  Routinely sets up and maintains storage areas in a neat and well-organized manner and follows established security procedures.
KSA:  1, 2, 3, 4, 5, 6 _________________________________________________________________________________________________
DUTY 2:








%
Critical



Supports supply personnel in the performance of inventories.  Uses bar code wands, labeling equipment, laser scanning equipment, and/or computer terminals in tracking assigned items.  Maintains records and documentation.  Determines the basis of overages and shortages by checking references such as the out-for-repair/calibration, issue, and turn-in records.

STANDARDS:

A.  With few exceptions, accurately performs inventories and identifies causes for overages/shortages to supply personnel.

B.  Typically makes the most effective use of available tools in tracking stock, tools, and/or equipment and performing inventories in support of supply personnel.

C.  Normally documents actions and updates records accurately.

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








%
Critical



Performs a complete range of issuing duties on assigned items.  Inspects turn-ins for damage and/or calibration requirements.  Uses hand tools to make minor repairs to tools and service equipment as required.  Determines if damaged tools are beyond repair and follows procedures for proper disposal.  Determines when tools require calibration and makes them available as necessary.

STANDARDS:

A.  Routinely notifies customer and issues items in a timely manner.

B.  Ordinarily ensures repairs restore tools to a serviceable condition or accurately determines that they are not repairable, and performs recurring maintenance on equipment at appropriate intervals.

C.  Normally turns in tools for calibration at the appropriate intervals and accurately makes determinations as to when tools need calibration.

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

__________________________________________________________________________________________________
DUTY 4:








%
Critical



Maintains catalogs and initiates supply actions.  Based on knowledge of common trade and shop jargon/names for stock/tools and/or general descriptions provided by customers, obtains information from catalogs to initiate orders.  Suggests suitable substitutes when items are not readily available.

STANDARDS:
A.  With few exceptions, provides accurate and appropriate information to customers concerning normal replenishment time frames.

B.  Typically initiates supply actions in a timely manner, promptly follows up on overdue items, and provides accurate advice on possible substitutions.

KSA:  1, 2, 3, 4, 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 required safety equipment and clothing.
STANDARDS:
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.

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

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):

1.  Knowledge of a wide variety of tools and parts.

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

3.  Ability to the use tools/equipment; store various items; set up and maintain a neat, well organized, and secure storage area; receive, store, issue, and inventory parts, tools, and/or equipment; and maintain records using automated and/or mechanized systems without more than normal supervision.

4.  Ability to interpret instructions, specifications, etc., from shop personnel and tools and parts catalogs.

5.  Ability to inspect tools, parts, and equipment for visible damage and make determinations as to feasibility of repair.

6.  Ability to suggest substitution of parts/tools when they are damaged beyond repair; determine causes of overages/shortages; determine need for calibration of tools; identify items by general descriptions from shop personnel, and setup and/or shift storage locations.

__________________________________________________________________________________________________
CLASSIFICATION CRITERIA:
1.  Skill and Knowledge
-- Knowledge of documentation requirements pertaining to repair, calibration, and servicing of tools and parts, so as to assure proper repairs, calibration, and servicing, or disposal of items not feasibly repaired, calibrated, or serviced.

-- Knowledge of tools and parts to identify them from drawings, specifications, and stated requirements of shop employees.  

-- Knowledge to suggest suitable substitutes when specific items are not readily available.

-- Knowledge of inventory procedures to be able to manage stock control and project future requirements.

-- Knowledge of automated and/or mechanized systems sufficient to scan bar codes and/or to enter and extract automated information.

-- Skill to set up or shift storage locations considering space available, turnovers, and convenience of handling.

-- Ability to provide quality customer service.

-- Ability to provide status of stock information to supervisor or responsible supply personnel when required.

2.  Responsibility
Employee is responsible for a wide variety of complex work processes such as setting up and shifting storage areas based on a variety of issues (e.g., turnover, convenience of handling, or special project); making decisions or providing recommendations on reparability, substitutability, or interchangeability of parts and tools; and tracking project-assigned items.  Employee is responsible for providing status of stock information when required.  Supervisor provides general instructions and guidance and reviews overall quality and quantity of work through accomplishment of work objectives and quality of customer services.  Employee is responsible for observing all required safety, environmental, and security procedures.

3.  Physical Effort

Works on hard surfaces and in work areas that require standing, stooping, bending, and working in tiring and uncomfortable positions.  Frequently lifts and carries weights up to 10 pounds.  May occasionally handle items weighing up to 40 pounds.  May lift heavier items with weight handling equipment or with assistance from other workers.
4.  Working Conditions

Work is generally done in areas that are well lighted, heated, and ventilated.  The attendant may occasionally work in areas that are drafty.  The work is sometimes dirty, dusty, and greasy.  The attendant is frequently exposed to the possibility of cuts, scrapes, and bruises.

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

2.  The work may require the employee to drive a motor vehicle.  An appropriate, valid driver’s license may be required for the position.

3.  May be required to act as the primary or alternate equipment custodian.

4.  May be required to build tool/parts kits.

__________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM Job Grading Standard for Tools and Parts Attendant, WG-6904, TS-16 dated April 1971.

CLASSIFICATION REMARKS:
NOTE(S) TO USERS:

SCPD was updated 08/27/02.  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 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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