STANDARD CORE PERSONNEL DOCUMENT


Number:  9W108 

_____________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:   
9W108

SUPV LEVEL CODE:    8

COMP LEVEL CODE:
67OA

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:   Tractor Operator (Gardener), WG-5705-07

DUTY TITLE:

____________________________________________________________________________________________

ORG & FUNC CODE:


1ST SKILL CODE:
75%
LAA
Tractor Operating

2ND SKILL CODE:
25%
HWHJUD
Gardening/Grounds & Maintenance

3RD SKILL CODE:

____________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 5/12/97 

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:
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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 farm-type tractors on steep or rough uneven terrain where there is significant danger of overturning.  The position requires seasonal gardening and grounds maintenance work.

The organizational location of this position is:
____________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:
____________________________________________________________________________________________

DUTY 1:








%
Critical



Operates farm-type tractors and towed or attached equipment on steep or rough terrain causing rough jolting rides.  Operates such equipment as earth augers, front-end loaders and rear blades, snow removal equipment, seeders, fertilizer and plow spreaders, various mowers, sweepers, front-end forks, and grapple.  Operates tractors and manipulates equipment controls simultaneously, while compensating for rough terrain (e.g., steep hills, ravines, holes, and ditches), in performing such work as contour plowing, planting on steep hills, and building erosion control dams.  Operates backhoes and front-end loading devices in performing earthmoving projects to close tolerances.  Estimates steepness of slopes, tractor stability, maneuvers to prevent overturning and compensates by applying various driving techniques.  Operates in areas where tree limbs, bushes, rocks, and other objects of similar size are likely to cause clogging or equipment breakdown or where flying debris will cause injury.  May accomplish related paperwork such as job and work orders.

STANDARDS:
A.  Routinely operates tractors and towed or attached equipment in accordance with established procedures and local regulations.

B.  Almost always, accurately determines power requirements and safe operating speeds.

KSA:  1, 2, 5, 6
____________________________________________________________________________________________

DUTY 2:








%
Critical



Determines equipment operations for maneuvering on steep or rough terrain that are appropriate to the operating characteristics of the tractor and towed or attached equipment.  Connects equipment to tractor by making multiple mechanical and hydraulic connections.  Frequently makes adjustments for various job requirements such as setting mower blade height, depth of plow blades, and rate of application for seeders and sprayer attachments.  Assesses contour levels, plow depth, terrain requirements, the stability of the tractor and equipment, and selects proper gears, speeds, and angles of turn to accomplish the work and avoid overturning the tractor.  Maneuvers and turns tractor and equipment around or over tree trunks and rocks, watching path and tractor performance, often adjusting controls, and steering to ensure tractor and equipment do not tip over.  Adjusts lift capacity, weight, and balance of a backhoe and its load.

STANDARDS:
A.  Typically selects appropriate gear, power setting, and speed based on terrain and stability of tractor.

B.  With few exceptions, proficiently adjusts and connects tractor and equipment to assure correct capacity, weight, balance, and load distribution and to prevent damage to tractor and/or equipment.

C.  Almost always, correctly maneuvers and turns tractors and equipment.

KSA:  1, 2, 5, 6
_________________________________________________________________________________________

DUTY 3:








%
Critical



Plans and carries out gardening work according to the schedule or project assignment, keeping within the framework of established gardening practices.  Determines when and how to plant/transplant flowers, shrubs, grass, and trees based on consideration of the seasonal schedules or project plans for the area, suitability of the weather, degree of moisture in the soil, and stage of plant growth.  Figures quantities of plants, seeds, fertilizer, and other materials needed for specific areas.  Independently starts nursery and coldframe beds and determines the moisture, temperature, humidity, and ventilation requirements needed to encourage germination and growth.  Landscapes assigned areas and determines need for spreading topsoil, fertilizing, liming, seeding, planting, and watering.  Prepares seedbed, plants flowers, lays sod for new lawns, or repairs lawns by tillage and/or topsoiling.  Prepares soil using the 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 roots.  When transplanting, fills in around roots adding water and fertilizer, packs earth around plants/shrubs, and guys or stakes plant to provide necessary support.  Observes plants and thins or transplants when they have grown too close together or too large for their location.  Determines when and how seeds should be harvested and bulbs removed from the ground for storage.  Decides when plants need additional watering and how long they should be watered.  Reproduces plants through cuttings, rootings, grafting, and layering processes, and records the number and kind of plants started, kind of fertilizer used, etc.  Performs grounds maintenance work such as mowing, weeding, watering, pruning, and trimming, selecting, and applying established gardening methods.  Mows and trims grass evenly; weeds flower beds; waters lawn and nursery; and prunes/trims shrubs and trees to obtain the shape, size, and growth required.
STANDARDS:
A.  Normally plants and transplants flowers, shrubs, grass, and trees in an appropriate and timely manner.

B.  Usually prepares soil using proper mixture of sand, humus, topsoil, and fertilizer.

C.  Ordinarily performs grounds maintenance work promptly and properly in accordance with local policies and procedures.
KSA: 2, 3, 4, 5, 6

__________________________________________________________________________________________________

DUTY 4:








%
Critical



Performs operator maintenance such as checking and replenishing fluids to proper levels, examining and changing filters, changing and sharpening blades, lubricating equipment, and making necessary adjustments.  Performs operator maintenance with increased frequency due to nature of the work and location in remote areas.

STANDARDS:
A.  Typically performs maintenance within established time frames and promptly reports deficiencies to appropriate official.

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

C.  Most of the time, effectively performs tractor/equipment maintenance when working in remote locations.

KSA:  2, 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.  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. 

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.

C.  Complies with environmental laws and regulations when working with chemicals and disposing of toxic and hazardous waste.

KSA:  1, 2, 5, 6 
_____________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of equipment to make multiple connections from equipment to the tractor; and of operating characteristics and skill to operate tractors and manipulate equipment controls simultaneously to compensate for steep and rough uneven terrain features.

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

3.  Knowledge of seasonal gardening tasks, such as fertilizing, preparing seedbeds, transplanting, laying sod, aerating, pruning, trimming, and applying chemicals to plants.

4.  Knowledge of grounds maintenance, such as mowing grass and trimming trees and shrubs, and how to apply chemicals and fertilizers.

5.  Skill in using and maintaining hand and power tools, such as seeders, spreaders, edgers, hedge trimmers, pruning shears, sprayer, spades, hoes, rakes, and mowers; in judging clearances, heights, and turning angles of tractor and towed vehicles/equipment; and to adjust equipment for various job requirements.

6.  Ability to recognize obvious plant diseases, plant insects, and unusual or poor plant growth; to follow instructions, work orders, specifications, etc., and to document actions taken; and to perform operator maintenance on tractors and associated equipment.

___________________________________________________________________________________________

CLASSIFICATION CRITERIA:

1.  Skill and Knowledge

-- Knowledge in the operation of the tractor and manipulation of equipment controls simultaneously while compensating for rough terrain features such as steep hills, ravines, holes, and ditches.

-- Knowledge of operating characteristics of the tractor and towed or attached equipment such as tractor gears and power ratios, as well as lifting, balancing, braking, and turning capacities.

-- Knowledge of operating wheel-mounted farm-type tractors and towed or attached equipment when on steep or rough uneven terrain where there is significant danger of overturning.
-- Knowledge of equipment in making multiple connections from the equipment to the tractor, connecting mechanical drive shafts and hydraulic lines.

-- Knowledge of equipment capabilities to determine power requirements for various soil conditions and terrain and to determine safe operating speeds.

-- Knowledge of plants and gardening procedures sufficient to decide when and which standard methods to use while performing seasonal gardening tasks.  For example, the gardener knows and applies the kinds and amounts of fertilizer routinely used for grass, flowers, shrubs, and trees, seeing that ground and plant conditions are proper before application.  Decides when plants need additional watering and how long they should be watered, when shrubs have reached the proper stage of growth for trimming, and when trees need pruning to remove obviously diseased limbs or excess branches.

-- 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 trees to obtain the shape, size, and growth required; and to recognize obvious plant diseases, plant insects, and unusual or poor plant growth.

-- Skill to judge clearances, heights, and turning angles of the tractor and towed vehicle/equipment.

-- Skill to operate the tractor and to manipulate equipment controls simultaneously while compensating for rough terrain features such as steep hills, ravines, holes, and ditches.

-- Skill in steering the tractor to compensate for the degree of the slope and the stability of the ground when operating slope mower tractors and attachments.

-- Skill in backfilling on steep slopes.

-- Skill in operating front-end loading devices on steep banks, using caution in undercutting high banks to avoid soil slides.
-- Skill in manipulating backhoe and front-end loading controls for earthmoving projects requiring close tolerances.

-- Skill to perform operator maintenance on tractors and equipment.

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

-- Ability to perform operator maintenance on tractors and equipment.

-- Ability to judge clearances,heights, and turning angles of the tractor and towed vehicle/equipment.

-- Ability to select and use fungicides, insecticides, and herbicides for the control of plant diseases, plant insects, and weeds.
2.  Responsibility

Supervisor or higher grade worker assigns work through oral or written instructions.  Assignments are typically made on a project basis, leaving most of the details to the discretion of the tractor operator.  Considers contour levels and terrain, judges soil conditions and plow depth, assesses terrain requirements, and stability of the tractor and equipment.  Responsible for selecting proper gears, speeds, and angles of turn required to accomplish the work and avoid overturning the tractor.  Responsible for performing operator maintenance on the tractor and equipment with increased frequency due to the nature and location of work in remote areas.  Independently plans and carries out work according to the schedule or project assignment, keeping within the framework of established gardening practices.  Follows manufacturer’s instructions on project labels regarding the depth and spacing of seeds, and application of chemicals and fertilizers.  The supervisor is available to give advice on new or unfamiliar gardening methods or problems that arise.  Work is evaluated for compliance with established practices or specific instructions and meets acceptable standards.

3.  Physical Effort

Physical effort is light to moderate.  Exerts additional effort in operating the tractor and manipulating equipment controls to compensate for difficult terrain.  Performs more exacting work such as digging with a backhoe to close tolerances, requiring considerable manipulation of controls.  Work requires frequent walking, standing, pushing of carts and wheelbarrows, bending, and stooping, as well as reaching, turning, or moving hands, arms, feet, and legs to operate hand and foot controls.  Occasionally, climbs ladders to prune or trim vegetation.  Frequently lifts and carries parts and equipment weighing up to 50 pounds, and occasionally, moves heavier objects with assistance.

4.  Working Conditions

Works primarily outside or in a greenhouse and is exposed to all kinds of weather conditions, vibrations, and jolts from the tractor and towed equipment.  Exposed to chemical dust and sprays, dust, dirt, mud, grease, and/or fumes.  May wear protective clothing such as gloves, safety shoes, and boots.  Follows prescribed safety practices and uses safety equipment to avoid injury and possible hazards in the work area.  Works on steep slopes and in rough terrain, and may be subject to injury from falls or overturned tractors and equipment.

____________________________________________________________________________________________

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

2.  The employee may be required to work other than normal duty hours, which may include holidays.

3.  The employee may be required to provide training and guidance to lower grade workers.
_____________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDS USED:  OPM Job Grading Standard for Tractor Operator, WG-5705, TS-62 dated January 1992; and OPM Job Grading Standard for Gardener, WG-5003, TS-17 dated June 199.  HQ USAF/DPCC letter dated 1 Nov 93, Air Force Classification Guide for Wage Grade Mixed Occupation Positions, was applied for title determination.

CLASSIFICATION REMARKS:

The gardener duties were evaluated against the WG-5003 Standard and equate to WG-6.

Title Determination:  For this SCPD, the primary purpose is to operate tractors and associated equipment.  Based on OPM titling instructions, the basic title for a mixed job is the job title of the occupation which is most important for recruitment, selection, placement, promotion, or reduction-in-force purposes.  This is ordinarily the occupation having the highest skill and knowledge requirements.  Specializations may be added when needed in distinguishing between jobs.  AF guidance on wage grade mixed occupation positions states:  “..., wage grade mixed occupation positions should also parenthetically carry the other occupation’s title when that skill is significantly different and is necessary to the performance of the position’s primary function.”  Therefore, the parenthetical title of “Gardener” is added to the official title.

Final Classification:  Tractor Operator (Gardener), WG-5705-07.

NOTE TO USERS:

1.  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.

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

Number of KSAs was revised from 11 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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