STANDARD CORE PERSONNEL DOCUMENT

Number:  9W117
__________________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER: 
     9W117

SUPV LEVEL CODE:
  8
COMP LEVEL CODE: 

74MD

TARGET GRADE:
08
FLSA:

Non-Exempt

JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:

See Note(s) to Users
__________________________________________________________________________________________________

CLASSIFICATION:  Gardener (Motor Vehicle Operator), WG-5003-08

DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
50%
HWHJUD
Gardening/Grounds Maintenance 

2ND SKILL CODE:
25%
LAA
Tractor Operating

3RD SKILL CODE:
25%
KWXKXM
Motor Vehicle Operating/Medium Vehicle Operator

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 4/23/97 

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 plan and perform a wide variety of gardening and grounds maintenance duties.  The position requires the use of motor vehicles and tractors.

The organizational location of this position is:
__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:
__________________________________________________________________________________________________

DUTY 1:








%
Critical



Plans and carries out gardening work based on project plans, master landscape, and long-range plans, making independent judgments within the framework of good gardening practices.  Recommends plants for particular purposes, such as shade, boundary lines, ground cover, erosion control, or pleasing appearance.  Slopes and plants terraces and sods steep banks or heavy traffic patterns that involve difficult holding and growth problems.  In transplanting, selects the location for best plant growth and development considering soil conditions, hardiness of plants, foliage at various stages of growth, flowering periods, and the overall landscape plan.  When setting out trees, shapes and slopes pits to provide proper drainage and sufficient air for the roots.  Increases or decreases the lime, calcium salt, or sulpher content so that acid or alkaline conditions are neutralized in line with plant requirements.  Diagnosis gardening problems and records corrective procedures used, including any new processes applied and the results achieved and takes corrective action.  Consults gardening books or catalogues regarding physical characteristic of plants and individual plant requirements for sun, water, minerals, and soil mixture.

STANDARDS:
A.  Routinely plans sequence of work and carries out gardening tasks promptly following good gardening practices.

B.  Typically diagnoses the source of gardening problems accurately and promptly takes corrective action.

KSA:  1, 2, 3, 6, 7
__________________________________________________________________________________________________

DUTY 2:








%
Critical



Performs grounds maintenance to trees, shrubs, plants, flowers and lawns, taking into consideration the individual needs and/or characteristics.  Mows and trims grass evenly; weeds flower beds; and waters lawn, nursery, and plants using surface, root, and heat methods.  Prunes/trims shrubs and trees to obtain a proper balance between roots and top growth, to modify or retain the natural form, and to increase fruit and flower productions.  Reshapes tree wounds by bark tracing to stimulate the flow of healing sap and growth of tissue over the wound.  When large areas of a tree are diseased or injured, hollows the area so that it will drain properly.  Recommends or applies proper chemical compounds for specific conditions based on the type of pest or tree disease and age of tree.  Recognizes and controls infrequent plant diseases, cold damage, and mineral deficiencies.  Selects, mixes, and uses fungicides, insecticides, and herbicides for treatment/control of common plant diseases (e.g., molds, brown spot, rusts, blight, and mildew), plant insects (e.g., leaf miners, scale, borers, and slug), and weeds.  May also spray or dust with these chemicals according to instructions.  Rakes and disposes of clippings, leaves, and twigs prior to leaving job site.

A.  Typically performs grounds maintenance work promptly following good gardening practices.

B.  Almost always effectively recognizes and controls plant/tree diseases.

C.  With few exceptions, appropriately disposes of clippings, leaves, twigs, and other debris prior to completing the job.

KSA:  1, 2, 3, 6, 7
__________________________________________________________________________________________________

DUTY 3:








%
Critical



Uses and maintains a variety of hand and power operated garden tools and equipment, such as seeders, spreaders, edgers, hedge trimmers, pruning shears, sprayers, spades, hoes, rakes, and mowers.  Washes, cleans, oils, sharpens, lubricates, and performs minor maintenance on equipment.

STANDARDS(S):

A.  With few exceptions, properly uses, maintains, and accounts for all types of hand and/or power tools required to accomplish assigned duties.

KSA:  1, 2, 3, 7
__________________________________________________________________________________________________

DUTY 4:








%
Critical

Operates a farm-type tractor and towed or attached equipment on level or rolling terrain, such as open fields, parks, orchards, lawns, and along roadways.  Frequently operates towed or attached equipment (e.g., mowers, aerators, plow spreaders, harrows, sprayers, post hole diggers, front-end loading devices, backhoes, snow dozers, etc.) manipulating both tractor and equipment controls at the same time through hydraulic or mechanical controls on the tractor.  Operates backhoes and front-end loading devices to move trees, dig ditches, and unload soil, and perform other tasks associated with ground maintenance.  Operates boom slope mowers to cut grass on slopes while operating the tractor on level ground along roads.  Operates tractors and equipment between shrubs and trees, along fences and curbs; in snowy or marshy areas; and in areas where tree limbs, bushes, and rocks are more likely to cause clogging or jamming of the equipment.  Determines power requirements for various soil conditions and determine safe operating speeds.  Responsible for operator maintenance on tractors and equipment, such as checking and replenishing fluids to proper levels, examining and changing filters, changing and sharpening blades, lubricating equipment, and making necessary adjustments.  

STANDARDS:

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

B.  Regularly determines power requirements and safe operating speeds accurately.

C.  Typically performs routine maintenance within established time frames and promptly reports discrepancies to the supervisor or appropriate official.

KSA:  2, 5, 7
____________________________________________________________________________________________

DUTY 5:








%
Critical



Determines equipment operations for maneuvering over level or rolling terrain that are appropriate to the operating characteristics of the tractor and towed or attached equipment.  Adjusts lift capacity, weight, and balance

of a backhoe and its load.  Connects equipment to tractor by making multiple mechanical and hydraulic connections.  Makes numerous equipment adjustments according to established methods for various job requirements, such as setting mower blade height, depth of plow blades, rate of application for seeders, and sprayer attachments.  Equipment may be powered by direct drive or power takeoff.  Selects appropriate gears, power ratios, settings, and speeds, as well as lifting, balancing, braking, and turning capacity, based on various soil conditions.  Ensures tractor is not overloaded and load is properly and evenly distributed and secured for safety and stability.  Maneuvers and turns tractor and equipment using 

safe operating practices.

STANDARDS:
A.  Typically adjusts and connects tractor and equipment to assure correct capacity, weight, balance, and load distribution and  prevent damage to tractor and/or equipment.

B.  Routinely selects appropriate gear, power setting, and speed based on terrain and stability of tractor.

C.  Routinely maneuvers and turns tractor and equipment correctly.

KSA:  2, 5, 7
__________________________________________________________________________________________________

DUTY 6:








%
Critical

Operates a variety of gasoline, diesel, or electric powered wheeled vehicles, such as platform trucks, van trucks, stake trucks, or dump trucks, which typically have a gross vehicle weight (GVW) of more than 10,000 and up to 26,000 pounds.  Transports materials and equipment primarily within the confines of a military installation or under other limited driving conditions (low speeds, regular predetermined routes, etc.).  May drive over uneven terrain or unimproved roads on the installation for trips to the installation landfill or outside materials storage areas.  Exercises caution when backing to load/unload at docks, ramps, or similar locations.  Determines manner and sequence of loading to achieve balance and protection for fragile items.  May load/unload vehicles by hand with or without assistance.  May operate power take-off equipment such as hydraulic dumps or lifts.  Reads installation maps and judges road/traffic conditions to determine the shortest and safest route.  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. Maintains records and documents actions, such as operator inspection checklists/forms and accident/incident reports.

STANDARDS:
A.  Routinely operates vehicles safely and ensures that cargo is properly distributed, secured, and protected to prevent damage or loss while in transit.

B.  Almost always promptly performs maintenance and turns in vehicle for routine servicing according to schedules or when directed.

C.  Routinely completes required documents properly and accurately.

KSA:  2, 4, 7
__________________________________________________________________________________________________

DUTY 7:








%
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.

STANDARD(S):
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, 3, 4, 5, 7

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of plants and gardening procedures routinely used in the local area to decide when and which method to use in seasonal gardening tasks, such as standard fertilizing practices, preparing seedbeds, transplanting, laying sod, aerating, pruning, trimming, and applying chemicals to different varieties of plants without causing damage; and regular and recurring seasonal maintenance practices sufficient to perform such duties as mowing grass, watering, trimming trees and shrubs, etc.

2.  Knowledge of safety practices and procedures including traffic and safety regulations, practices, and procedures pertaining to motor vehicle and farm-type tractor operation, cargo handling, and load hauling.

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

4.  Skill in operating one or more gasoline, diesel, or electric powered wheeled vehicles with a GVW of more than 10,000 and up to 26,000 pounds such as platform trucks, van trucks, stake trucks, dump trucks, passenger vans, shuttle buses, and cargo vans; performing preventive maintenance on any vehicle operated; and handling and hauling cargo (while safeguarding and protecting the cargo).

5.  Skill in operating a variety of tractors to include manipulating equipment controls simultaneously; adjusting equipment for various job requirements; and judging clearances, heights, and turning angles of tractor and towed vehicles/equipment.

6.  Ability to recognize common and infrequent plant diseases, plant insects, and weeds.  

7.  Ability to follow instructions, work orders, and specifications related to gardening, motor vehicle and tractor operation, and performing preventive maintenance.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

1.  Skill and Knowledge
-- Knowledge of plants and gardening procedures sufficient to determine how to propagate and cultivate a wide variety of plants and perform a wide range of gardening work.  Knowledge of how to increase or decrease the lime, calcium salt, or sulfur content in the soil to match plant requirements; to recommend plants for particular purposes, such as shade, boundary lines, ground cover, erosion control, or pleasing appearance; and when to prune trees sufficient to remove obviously diseased limbs or excess branches.  Ability to recognize when plants need additional watering and how they should be watered.

-- Knowledge of which plants to move when they are dormant and considers the angle of slope, the possibility of soil erosion, and the makeup of surface crust.

-- Knowledge of sloping and planting of terraces, transplanting a wide variety of grasses to obtain a proper balance between roots and top growth, modifying or retaining the natural form, and to increase fruit and flower production.  Knowledge sufficient to recognize and control infrequent plant diseases, cold damage, and mineral deficiencies.

-- Knowledge and skill in operating farm-type tractors and a variety of towed or attached equipment, on level or rolling terrain, sufficient to determine tractor gears and power ratios, as well as lifting, balancing, braking, speed, and turning capacities.  Ability to make multiple connections from the equipment to the tractor and to connect mechanical drive shafts and hydraulic lines.

-- Knowledge of and skill in operating one or more gasoline, diesel, or electric powered wheeled vehicles with a GVW of more than 10,000 and up to 26,000 pounds, including operating power take-off equipment and other accessories/attachments.

-- 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.  Skill in applying this knowledge to maneuver vehicle in congested areas and when backing vehicle to ramps, docks, or similar locations.

-- Knowledge of installation safety and traffic rules and regulations for operating vehicles/tractors.  Skill in defensive driving techniques and 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/tractor and any road restrictions.

-- Knowledge of and skill in loading and arranging cargo properly onto the vehicle using appropriate tie-downs such as chains, binders, or straps for safe transit of cargo to prevent shifting, protect cargo, and mark dangerous or protruding cargo.

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

-- Knowledge of various foliage feeding, root feeding, and soil additive techniques in fertilizing different varieties of plants.

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

2.  Responsibility
Performs a wide range of gardening work using own initiative.  Consults gardening books or catalogues regarding physical characteristics of plants and individual plant requirements for sun, water, minerals, and soil mixture.  Within the framework of good gardening practices and project or master landscape plans, the gardener makes independent judgments to attain desired results.  Makes recommendations for improvement in the overall landscape plan and obtains approval on projects which require unplanned expense or significant periods of time.  Work is evaluated by results achieved.  For the motor vehicle operation duties, instructions are received from the supervisor on the type of vehicle to be operated, destination, cargo to be transported, purpose of the trip, deadlines to be met, and any special information.  The operator is responsible for selecting routes and obeying all traffic laws and safety regulations, as well as the safe loading and unloading of the vehicle.  Driving proficiency is assessed in terms of safe and expeditious completion of the assigned job.  Performance of preventive maintenance tasks and preparation of trip tickets are reviewed for adequacy and compliance with instructions.  Tractor operators make judgments concerning equipment operations, such as the lift capacity, weight, and balance of a backhoe and its load.  Responsible for performing operator maintenance on tractors and equipment and safely operating the tractor and equipment on public roads and at the work site.  Work is spot checked after completion to ensure compliance with instructions and standard operating procedures, and may be reviewed in progress.

3.  Physical Effort
Work requires frequent walking, standing, pushing of carts and wheelbarrows, bending, and stooping, climbing ladders, and stretching to reach tree limbs.  The gardener climbs ladders to prune or trim vegetation and frequently lifts heavy objects, such as bags of fertilizer and grass seed.  Motor vehicle operators at this level require greater physical effort to maneuver the longer and heavier vehicles, especially when backing these vehicles.  Operators reach, bend, turn, or move hands, arms, feet, and legs to operate hand and foot controls.  Moderate physical effort may be required in making couplings between the vehicle and towed equipment because of safety chains, towbars, and hooks must be lifted and properly secured.  Lifts and carries parts and equipment weighing up to 50 pounds.  Occasionally, moves heavier items with assistance of other workers or mechanical lifting devices.  The tractor operator exerts additional effort in operating equipment controls, making frequent arm and leg movements.

4.  Working Conditions
Work is done outside or in a greenhouse.  In working outside, the gardener is subject to discomfort from long periods in the hot sun, and sometimes to chilly or rainy weather.  Exposed to dirt, dust, mud, and frequently to chemical sprays and dusts, he may wear protective clothing such as gloves, safety shoes, and boots.  There is a chance of minor injuries such as bruises, cuts and scrapes, and occasional possibility of broken bones from falls.  Motor vehicle operators work mostly outside and operate vehicles in all kinds of weather throughout a government installation.  Exposed to dirt and fumes, and to the possibility of cuts, bruises, and broken bones as a result of accidents while driving or from falling objects when loading and unloading the vehicle.  Tractor operators work primarily outside and are exposed to all kinds of weather conditions, as well as high noise levels, vibrations, and jolts from the tractor and towed equipment.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  The work requires the employee to drive a motor vehicle.  An appropriate, valid driver’s license is required for the position.

2.  As required, may train and/or guide other personnel in performance of gardening duties.

__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM Job Grading Standard for Gardener, WG-5003, TS-17 dated

June 1991, Tractor Operator, WG-5705, TS-62 dated January 1992, and Motor Vehicle Operator, WG-5703, TS-61 dated April 1991; and HQ USAF/DPCC letter dated 1 Nov 93, Air Force Classification Guide for Wage Grade Mixed Occupation Positions, was applied (in coordination with Air Staff 03/11/97) for title determination.
CLASSIFICATION REMARKS:

The tractor operating duties were evaluated against the WG-5705 Standard and equate to WG-06.

The motor vehicle operator duties were evaluated against the WG-5703 Standard and, since vehicles are driven within the confines of a military installation or under other limited driving conditions (low speeds, regular predetermined routes, etc.), equate to WG-05.  The WG-5703 Standard states, under Notes to Users (page 2), “In instances where drivers do not use their vehicles on public roads (or equivalent), a lower grade level than the one depicted in this standard for the type of vehicle driven is appropriate.”
Title determination:  For this standard core personnel document (SCPD), the primary purpose is to perform gardening work.  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 on basis of qualifications and other special requirements.  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.”  Additionally, the Notes to Users on page 2 of the WG-5003 states “The parenthetical title of (Motor Vehicle Operator) is added when skill in operating trucks (or trucks and tractors) is required to qualify for the gardening job.”  Therefore, the parenthetical title of Motor Vehicle Operator is added to the official title.

Final Classification:  Gardener (Motor Vehicle Operator), WG-5003-08.

NOTE(S) TO USERS:

This SCPD covers employees who drive primarily on base or under limited conditions off base.  According to 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 higher grade.  Position Classification Specialists should review this FAS decision in conjunction with the actual job requirements to ensure accurate application of this SCPD.

SCPD was updated 07/31/03.  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 10 to 7 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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