STANDARD CORE PERSONNEL DOCUMENT

Number:  9W151
__________________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9W151

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
841A

TARGET GRADE:
01
FLSA:
Non-exempt

JOB SHARE:

CAREER PROG ID:

SENSITIVITY:

BUS:

EMERGENCY ESS:

DRUG TEST:

KEY POSITION:

POSITION HIST:
See Note to Users
__________________________________________________________________________________________________

CLASSIFICATION:  Laborer, WG-3502-01

DUTY TITLE:

__________________________________________________________________________________________________

ORG & FUNC CODE:

1ST SKILL CODE:
100%
HVV
Laboring

2ND SKILL CODE:

3RD SKILL CODE:

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 4/16/97 

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 perform simple, manual tasks involving the use of simple hand tools and equipment which require no training or experience.

The organizational location of this position is:  

__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  

__________________________________________________________________________________________________

DUTY 1:








%
Critical



Lifts and carries light to medium weight packages, materials, and tools.  Opens and unpacks cardboard cartons by hand and removes contents.  Uses handtruck to move bulky, but light, loads.

STANDARDS:
A.  With few exceptions, properly selects equipment to be used for each assigned task.

B.  Almost always, promptly and safely lifts, carries, unpacks, and moves bulky items.

KSA:  1, 2, 3, 4

__________________________________________________________________________________________________

DUTY 2:








%
Critical



Performs such duties as picking up trash and paper from grounds, raking leaves or grass, pulling weeds, watering and trimming grass, spreading abrasives and/or chemicals on icy surfaces, washing motor vehicles (by hand), and cleaning hand tools after use.  May spray pre-mixed weed and/or pest control solutions under controlled conditions and close supervision.

STANDARDS:

A.  Routinely accomplishes tasks in a timely manner following instructions provided by supervisor.

B.  Typically uses, cleans, and accounts for tools required to accomplish assigned duties in a proper manner.

KSA:  1, 2, 3, 4

__________________________________________________________________________________________________

DUTY 3:








%
Critical



Utilizes safety practices and procedures following established safety rules and regulations and maintains a safe work environment.  Uses and assures proper fit of required safety equipment and clothing (e.g., safety gloves, ear plugs, safety glasses, steel-toe shoes, or respirators).

STANDARDS:

A.  Consistently operates hand tools in a safe manner, applying established safety regulations to minimize minor violations and to avoid major violations due to employee error or negligence.

B.  Strictly follows safety and security instructions.

C.  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

____________________________________________________________________________________________

DUTY 4:








%
Critical



Maintains a clean work environment.  Cleans and lines up hand tools.  Performs simple clean-up duties, such as sweeping and straightening assigned area.

STANDARDS:

A.  Usually cleans tools and work environment as instructed.

KSA:  1, 2, 3

_________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Ability to follow established safety standards and procedures.

2.  Ability to follow specific oral instructions.

3.  Ability to use hand tools and equipment, such as rakes, hoes, and handtrucks, properly.

4.  Ability to lift and move light- to medium-weight objects.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

1.  Skill and Knowledge

-- Knowledge of the proper use and routine operator maintenance of handtools and equipment, and the location and proper storage requirements of materials, tools, and equipment.

-- Knowledge to perform simple, manual tasks.

--  Ability to perform simple, manual tasks.

-- Ability to follow oral instructions.  

-- Ability to understand common signs and read general instructions.  

-- Basic knowledge of cleaning, grounds maintenance, and lifting procedures.  

-- Ability to lift or move light- to medium-weight objects and to use basic hand tools such as rake, handtruck, and brush.

-- Ability to work safely and to safely use industrial cleaners, basic hand and yard tools, and equipment such as a rake, pitch fork, wheelbarrow, hand-pump sprayer, hand truck, shovel, push lawn mower (manual), hammer, screwdriver, wrench, and pliers.

2.  Responsibility

Worker receives specific instructions from a higher grade worker or supervisor.  The worker is not called upon to make decisions except simple choices such as selecting the most appropriate tool to accomplish a task.  The supervisor frequently checks work in progress on new or unusual assignments, but provides little or no supervision on routine work assignments (e.g., picking up all paper and trash around the work site or raking grass clippings in assigned areas).  Worker is responsible to observe all safety, environmental, and security rules and to identify obvious hazards, malfunctioning equipment, damaged materials, and other situations that may impact work operations and report such matters to the supervisor.

3.  Physical Effort
Employee performs work that requires light to moderate physical effort.  Tasks typically involve frequent lifting and carrying light- to medium-weight objects of 5 to 14 kilograms (10 to 30 pounds), frequently pushing wheelbarrows of mulch or dirt and carts requiring similar effort, occasionally lifting and carrying moderately heavy objects weighing up to 20 kilograms (45 pounds), and continually walking, bending, stooping, reaching, and standing.

4.  Working Conditions

Outside work is usually performed under all kinds of weather conditions.  Indoor work is often accomplished in office buildings or in well-lighted, heated, and ventilated areas such as warehouses, loading docks, or trade shops.  Frequently exposed to weather and temperature extremes, drafts, noise, dust, and dirt and the possibility of bruises, muscle strains, cuts, and scrapes.  Work requires the employee to follow proper safety procedures and use standard safety equipment such as gloves, ear protectors, safety glasses, and steel-toe shoes to avoid possible hazards in the work area.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:  
CLASSIFICATION STANDARD USED:  FWS Job Grading Standard for Laborer, WG-3502, HRCD-2, dated December 1996.

CLASSIFICATION REMARKS:
NOTE TO USERS:

1.  SCPD was updated 08/27/03.  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.

*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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