STANDARD CORE PERSONNEL DOCUMENT

Number:  9W069

__________________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)
ORGANIZATION:

SCPD NUMBER:

     9W069

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:  45OA

TARGET GRADE:
06
FLSA:
         Non-Exempt

JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:

      See Notes to Users
__________________________________________________________________________________________________

CLASSIFICATION:  Motor Vehicle Operator, WG-5703-06

DUTY TITLE:  

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
100%
KWXKXP
Motor Vehicle Ops/Heavy Vehicle

2ND SKILL CODE:

3RD SKILL CODE:

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 02/25/97 

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 Standard Core Personnel Document 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 operate buses capable of carrying 16 or more passengers primarily within the confines of a military installation or under other limited driving conditions (low speeds, predetermined routes, etc.).
The organizational location of this position is:  

__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  

__________________________________________________________________________________________________

DUTY 1:







%
Critical



Drives one or more types of passenger buses which carry 16 or more passengers.  Drives predetermined and/or scheduled routes or special runs.  Reads installation maps and judges road/traffic conditions to determine the shortest and safest route.  Provides friendly, polite, and courteous service.  Enforces passenger seatbelt use.  May check I.D. cards to ensure authorization of passengers as required.

STANDARDS:
A.  Almost always ensures that passenger safety rules and regulations are followed.

B.  Typically provides prompt, courteous, and smooth passenger service.

C.  With few exceptions, operates vehicles in accordance with established procedures and local regulations.

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

__________________________________________________________________________________________________

DUTY 2:







%
Critical



Performs operator maintenance, such as checking fluid levels and air pressure in tires, cleaning and washing of vehicles, and performing inspection checklists to ensure safe and proper operation.

STANDARDS:
A.  Almost always performs maintenance within established time frames and promptly reports discrepancies to the supervisor or appropriate official.

B.  With few exceptions, promptly turns in vehicle for routine servicing according to schedules or when directed.

C.  Normally ensures vehicles maintain a neat and clean appearance.

KSA:  1, 5, 6
__________________________________________________________________________________________________

DUTY 3:







%
Critical



Maintains records and documents actions, such as operator inspection checklists/forms and accident/incident reports.  Uses two-way radio (or other device) to maintain communications with dispatcher/supervisor on assignments and locations.

STANDARDS:
A.  Routinely completes required documents accurately.

B.  Typically communicates with supervisor/dispatcher in accordance with established procedures and timetables.

KSA:  4, 5, 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.

STANDARDS:
A.  Consistently operates vehicles/equipment in a safe manner, applying established safety and traffic 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 supervisor of accidents and/or damages to supplies, equipment, or vehicles and of any observed unsafe practices and/or procedures in a timely manner in accordance with established policies and procedures.

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

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of operating buses capable of carrying 16 or more passengers or other vehicles with a GVW of more than 26,000 and up to 32,000 pounds.

2.  Knowledge of traffic and safety regulations, practices, and procedures pertaining to motor vehicle operation (buses); and passenger safety rules including those regarding the use of seatbelts.
3.  Ability to communicate orally, and be courteous and responsive to the needs of the passengers.

4.  Ability to judge road/traffic conditions and read installation maps to determine the shortest and safest route.

5.  Ability to interpret instructions, specifications, etc., related to motor vehicle operation (buses), preventive maintenance, and passenger safety.

6.  Ability to arrive at stops within prescribed time frames and to meet pickup and delivery deadlines.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

1.  Skill and Knowledge
-- Knowledge of and skill in operating buses capable of carrying 16 or more passengers or other gasoline, diesel, or electric powered wheeled vehicles with a GVW of more than 26,000 and up to 32,000 pounds.

-- Knowledge of the height, weight, width, and length of the vehicles in order to judge overhead and side clearance, the turning radius, braking distance, and safe distance to be maintained from other vehicles.  Knowledge of safe braking distances of buses considering the extra load of passengers.  Skill in applying this knowledge to maneuver vehicle in congested areas and when backing vehicle to loading station.

-- Knowledge of installation safety and traffic rules and regulations for operating vehicles.  Skill in defensive driving techniques.

-- Skill in reading and understanding installation maps and other locator documents, and in determining the shortest and safest route, considering the weight and size of the vehicle and any road restrictions.

-- Knowledge of the operator’s manual for assigned vehicles.  Knowledge to recognize developing maintenance problems when conducting operator inspections and reporting problems to the supervisor.

-- Knowledge of passenger safety rules including the use of seatbelts.

2.  Responsibility
Instructions are received from the dispatcher or supervisor on the type of vehicle to be operated, destination, passengers to be transported, purpose of the trip, deadlines to be met, and any special information.  The driver is responsible for the safe transport of passengers throughout the installation, including the safe loading and unloading of the vehicle.  Driving proficiency is assessed in terms of safe and expeditious completion of the assigned job.  Trip tickets are examined for compliance with regulations and for completeness.

3.  Physical Effort
Physical effort is moderate.  Work requires reaching, turning, or moving hands, arms, feet, and legs to operate hand and foot controls.  Associated duties require stooping, bending, and climbing.  Lifts and carries objects weighing up to 40 pounds and heavier objects with assistance.

4.  Working Conditions
Drivers work mostly outside and operate vehicles in all kinds of weather primarily on the installation.  Drivers are exposed to dirt, fumes, and to the possibility of cuts, bruises, and broken bones as a result of accidents when loading and unloading the vehicle.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  An appropriate, valid driver’s license is required for the position.

2.  Position requires the ability to discern colors, contrast, and depth.

3.  The employee may be required to work other than normal duty hours, which may include evenings, weekends, and/or holidays.

4.  Shift work may be required.

5.  May be required to drive other types of motor vehicles on a non-recurring or incidental basis.

__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM Job Grading Standard for Motor Vehicle Operator, WG-5703, TS-61 dated April 1991.

CLASSIFICATION REMARKS:
1.  Reference:  DOD Field Advisory Services (FAS) Digest of Significant Classification Appeal Decisions, Book 2, page 1.  Infrequent trips off base to single destinations on a predetermined route may not be enough (regular and recurring) to credit the full range of driving on public roads or equivalent (the higher grade).  Position Classification Specialists should review this FAS decision in conjunction with the actual job requirements when deciding on the appropriate standard core personnel document (SCPD).  Also on the use of “or equivalent”, an OPM appeal decision regarding Firefighters has stated that the typical flightline does not meet the “congested industrial areas” definition.  This SCPD is for employees who drive primarily on base or under limited conditions off base.

2.  “Physical Effort” is described in overall terms as light, moderate, or heavy, however, it should be understood that the physical effort required for driving increases with the size of the vehicle.

NOTES TO USERS:

1. Minor changes, including skill code shreds, may be made to fit local requirements, using the existing SCPD number, as long as the changes do not affect the classification or staffing patterns of the SCPD. 

2.  SCPD was updated 08/28/03.  The following updates were made:

Updated SCPD developed and classified office symbol to HQ AFPC/DPCMC.

Non-critical duties were changed to critical duties.

Number of KSAs was revised from 7 to 6 and KSAs were re-linked to the duties of the position.

*Performance standards, as needed, were changed from absolute to non-absolute.

*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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