STANDARD CORE PERSONNEL DOCUMENT

Number:  9W132
__________________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9W132

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
01OA

TARGET GRADE:
06
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:
See Note to Users
__________________________________________________________________________________________________

CLASSIFICATION:  Fuel Distribution System Worker, WG-5413-06

DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
100%
KKJ
Fuel Distribution System Operating

2ND SKILL CODE:

3RD SKILL CODE:

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 5/16/97 

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:

[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 one or more specialized stations in a fuel distribution system performing a single operation to receive, store, issue, account for, and maintain control of ground and aircraft fuel.

The organizational location of this position is:
__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:
__________________________________________________________________________________________________

DUTY 1:







%
Critical



Receives aircraft fuels by tanker truck or pipeline at a fuel distribution work station.  Inspects receiving documents for transfer operation.  Determines proper storage tank and opens appropriate valves so fuel can be received.  Closes valves when transfer is complete.  Completes receipt documents and records amounts of fuel transferred.

STANDARDS:
A.  On a regular basis, carefully adheres to locally established procedures, technical manuals, regulations, and instructions concerning the receipt of fuels.

B.  With rare exception, correctly determines proper storage tanks for fuel received.

C.  Almost always, thoroughly inspects and reviews receiving documents for accuracy and completeness.

KSA:  1, 2, 3, 4

__________________________________________________________________________________________________

DUTY 2:







%
Critical



Issues fuel from fuel distribution facility work station to motor vehicles, refueling units, hosecarts, or transfers fuel to aircraft refueling trucks from storage tanks.  Checks condition of tanks, couples and uncouples hoses, and reads meters.  Opens and closes valves, starts and stops pumps, and records amounts transferred.  Directs refueling unit operators in positioning vehicles for fillstand.  May occasionally operate a ground fuel vehicle to transport and dispense fuel.

STANDARDS:
A.  Routinely follows proper procedures for opening/closing valves and starting/stopping pumps on a consistent basis.

B.  Typically records fuel transfers in accordance with technical manuals and regulations in an accurate and prompt manner.

C.  Usually directs fueling unit operator in proper positioning of the vehicle for fillstand.

KSA:  1, 2, 3, 4

__________________________________________________________________________________________________

DUTY 3:







%
Critical



Makes daily, weekly, and monthly inspections of assigned work stations and performs housekeeping duties.  Uses pertinent technical orders and manuals to determine discrepancies.  Records discrepancies and repairs on prescribed forms.  Reports discrepancies to supervisor.  Checks, cleans, and services the facility in accordance with appropriate technical orders and manuals.  Polices area daily and keeps buildings, equipment, and tools clean and properly stored.

STANDARDS:
A.  Almost always, correctly identifies discrepancies to ensure compliance with established guidance.

B.  With few exceptions, properly records discrepancies on appropriate documents as described in technical orders and manuals.

C.  Regularly maintains facilities, equipment, and system areas in a clean and serviceable condition in accordance with security, fire, and housekeeping regulations.

KSA:  1, 2, 3, 4
__________________________________________________________________________________________________

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 (i.e., foot, eye, and ear protective gear) and clothing (i.e., cotton).  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):
1.  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.

2.  Strictly adheres to safety and security procedures and regulations and promptly reports any observed or identified violations in accordance with established guidelines.

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

KSA:  1, 2, 3, 4

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of the operation of one or more specialized stations in a fuel distribution system.

2.  Skill in manipulating a small number of controls to regulate flow of liquids in a safe and efficient manner.

3.  Ability to follow oral and written instructions.

4.  Ability to use judgment in deviating from instructions where operating instructions and safety regulations outline alternatives.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

1.  Skill and Knowledge

--  Knowledge of the operation of one or more specialized work stations such as a hydrant refueling system.

--  Knowledge to demonstrate skill in manipulating a small number of controls to regulate the flow of the liquids in a safe and efficient manner.

2.  Responsibility
A higher grade worker or a supervisor assigns the responsibility for performing work according to prescribed operating instructions.  Incumbent is required to follow instructions without deviation except as permitted by the supervisor or higher grade worker or where operating instructions and safety regulations outline alternatives.  Work is spot-checked for compliance with procedures and instructions.

3.  Physical Effort
Exerts light to moderate physical effort while performing duties.  May lift or carry items that weigh up to 50 pounds.  Heavier items are moved with assistance from others or with weight handling equipment.  Work requires considerable standing, walking, bending, climbing, and working in cramped conditions.

4.  Working Conditions
Work may be performed inside or outside.  May be exposed to extreme weather conditions.  Hazards in the work area include possible dangers from fire, explosion, and noxious fumes.  Subject to prolonged exposure to loud noises.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:

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

2.  The work may require the employee to drive a motor vehicle up to, and including, an ground fuel truck.  An appropriate valid driver’s license may be required for the position.

__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDS USED:  FWS Job Grading Standard for Fuel Distribution System Operator, WG-5413, TS-69 dated July 1993; FWS Job Grading Standard for Motor Vehicle Operator, WG-5703, TS-61 dated April 1991.

CLASSIFICATION REMARKS:

Operation of a ground fuel truck is performed only occasionally and is considered incidental to the work of the position.  It is not a prerequisite for qualification/recruitment or other specific personnel purpose.  Therefore, no parenthetical title is appropriate.

NOTE TO USERS:
1.  SCPD was updated 08/11/03.  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.

Competitive Level Code was changed from 010A to 01OA.

*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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