AIR FORCE STANDARD CORE PERSONNEL DOCUMENT





ORGANIZATION:		CPD NUMBER:	9W173


SUPV LEVEL CODE:	8	COMP LEVEL CODE:	06QA


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:  Materials Handler (Fork Lift/Motor Vehicle Operator), WG-6907-06


DUTY TITLE: 


______________________________________________________________________________________________


ORG & FUNC CODE:


1ST SKILL CODE:	80%	MKV	Materials Handling


2ND SKILL CODE:	10%	KXW	Fork Lift Operating


3RD SKILL CODE:	10%	KWXKXK	Motor Vehicle Operating/ Light Vehicle Operator


__________________________________________________________________________________________________ SCPD DEVELOPED AND CLASSIFIED BY:  CLASSIFIED BY:  HQ AFPC/DPCMC, 8/05/97 





CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.





________________________________________________________                         ________________________


CLASSIFIER’S SIGNATURE			                                         DATE


__________________________________________________________________________________________________


SUPERVISORS 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


__________________________________________________________________________________________________CERTIFICATION:


�


*Signature acknowledges receipt.  It does not indicate agreement/disagreement.                                                       


�
PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:  





The primary purpose of this position is:  To perform the full range of warehousing duties with responsibility of handling or overseeing one or more product lines, a segment of a large warehouse, or serve as the senior employee in a smaller warehouse.  The position requires the use of forklift trucks and light motor vehicles.





The organizational location of this position is:  





__________________________________________________________________________________________________





ORGANIZATIONAL GOALS OR OBJECTIVES:  





__________________________________________________________________________________________________





DUTY 1:								%	Critical		





Responsible for organizing and coordinating an effective receiving operation.  Independently performs a complete range of receiving assignments.  Verifies quantities received with receiving reports and takes appropriate action.  Groups items together based on receiving voucher information and segregates items according to such factors as condition and type of transaction.  Unloads incoming shipments, scans bar codes, or keys receipt information into automated record system.  Builds pallet loads to facilitate storage and transports materials to storage area.





STANDARDS:





A.  With few exceptions, properly annotates and signs receiving and other control documents, verifying items listed match items received.





B.  Almost always ensures appropriate authority is advised of materials having serious discrepancies. 





C.  Routinely ensures that shipments are unloaded in proper sequence and that items are placed in appropriate area for checking.





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


__________________________________________________________________________________________________





DUTY 2:								%	Critical		





Responsible for organizing and coordinating an effective storage operation.  Provides for the care of supplies in storage (COSIS) applying preservation techniques to protect from deterioration or damage.  Independently performs a complete range of storage, re-warehousing, and consolidation assignments, such as placing, arranging, rotating, marking, and tagging of items on pallets and in bin, bulk, or other storage locations.  Uses an automated system to select storage locations of items being shipped or received or to inquire on status of items.  Lays out storage space and establishes item and material locations providing for maximum space utilization.  Performs comprehensive quality reviews of the full spectrum of warehousing functions.  Assists in accomplishing inventories by counting items and properly completing tally listings and other inventory documents.  Inventories items which may include the use of formal, informal, item-by-item, or group inventory methods and using manual or automated inventory systems.





STANDARDS:





A.  With few exceptions, accurately matches, checks, and compares data on storage instruments with materials to be stored against materials already in storage locations. 





B.  Typically makes appropriate determinations on how to organize, consolidate, and arrange items in compliance with overall warehousing plans. 





C.  Normally completes inventory tasks within established time limits and determines the basis for overages, shortages, or misplaced items.





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


__________________________________________________________________________________________________





DUTY 3: 								%	Critical		





Performs tasks involved in issuing and shipping items.  Selects and assembles items based on priority, type of material, mode of transportation, destination, and type of transaction.  Segregates and moves materials to holding area or dock and verifies item identification on request forms.  Obtains required signatures on appropriate paperwork before shipping/issuing items.  





STANDARDS: 





A.  Almost always, accurately matches, checks, and compares data on selection instruments against materials to be issued or shipped. 





B.  Routinely ensures orders are filled promptly by completing tasks within established time frames.





KSA:  1, 2, 3, 4, 5


__________________________________________________________________________________________________





DUTY 4: 								%	Critical		





Operates fork lift trucks and automated material handling and identification equipment to include mobile stock selectors and electromechanical automated equipment, such as high rise automated storage and retrieval vehicles to move, stack and unstack, load and unload, bin, and position material.  Maneuvers fork lift in confined places over wood, concrete, or similar type floors.





STANDARDS:





A.  Complies with operating and safety requirements to prevent damage to government property or injury to others.





B.  Almost always, effectively utilizes automated equipment to facilitate the various phases of receiving, storing, and retrieving of items.  





C.  Most of the time, effectively loads and unloads cargo, ensuring proper arrangement and weight distribution, to prevent shifting and damage due to movement or falling items.





KSA:  1, 2, 4, 6


__________________________________________________________________________________________________





DUTY 5: 								%	Critical		





Drives one or more types of trucks, such as pickup, panel, and flatbed trucks, which typically have a gross vehicle weight of 10,000 pounds or less, on public roads at highway speeds.  Picks up items from base supply and local vendors or suppliers.  Delivers items to work sites.  Checks routine items on the vehicle checklist (such as oil, tire pressure, windshield washer fluids, power steering fluids, gas, etc.).  Keeps assigned vehicle in good appearance and assures it is in top-notch condition for periodic vehicle inspections.





STANDARDS:





A.  Appropriately and safely operates vehicle in accordance with established procedures and laws.  





B.  Normally, strictly adheres to maintenance and inspection schedules.  





C.  Usually completes appropriate forms properly, such as trip tickets, preventive maintenance records, and accident/incident reports in a timely manner.  





KSA: 2, 4, 6


__________________________________________________________________________________________________





DUTY 6: 								%	Critical		





Maintains records and documents actions.  Uses computer terminals, optical readers, bar code wands, scanners, etc. to input nomenclature and description of changes.  Enters or retrieves data via a computer terminal into or from an automated warehouse record system.  Processes material received without documentation by obtaining and inputting required information into automated system. 





STANDARDS:





A.  Routinely prepares accurate, complete, and up-to-date records of actions taken and assures documentation is properly signed and coordinated in a timely manner. 





B.  With few exceptions, effectively maintains integrity and accuracy of data base information through accurate input and efficient operation of automated equipment.





KSA:  1, 2, 3, 5


_________________________________________________________________________________________





DUTY 7: 								%	Critical		





Performs material handling duties, including the use of tools and other equipment, in a safe manner, utilizing safety practices and procedures, and complying with established safety rules and regulations.  Safeguards material, items, and equipment, remaining alert and challenging unauthorized personnel.  Performs clean-up duties, such as cleaning and dusting bins, cutting off box tops, sweeping, straightening, and lining up property in the assigned area.  Uses and assures proper fit of required safety equipment and clothing. 





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.  Normally maintains work area in a clean and orderly manner. 





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


__________________________________________________________________________________________________





RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA): 





1.  Knowledge of accepted warehousing methods, procedures, and material handling techniques; warehousing functions, such as material receiving, storage, issuing, and preservation; and of warehouse configurations, storage requirements for particular commodities, and storage documentation requirements.





2.  Knowledge of inventory procedures; regulations, procedures, and policies related to records maintenance and documentation; and of safety regulations, practices, and procedures. 





3.  Skill in the use of automated material processing equipment and systems to include computer terminals, optical readers, and scanners. 








4.  Ability to interpret and apply instructions pertaining to material handling; and to maintain tools, equipment, and work area in a neat, clean, and orderly manner. 





5.  Ability to prepare inventory and production reports; and to screen shipping and receiving documents for discrepancies.





6.  Ability to safely operate fork lift trucks to handle controls for starting, stopping, backing, lifting, lowering, tilting, and driving fork lift trucks through narrow aisles, up and down ramps, and in and out of trucks; and to safely drive and operate a motor vehicle to manipulate controls for starting, stopping, backing, and driving vehicles in all types of traffic and road conditions and in judging overhead, side clearance, turning radius, and braking distance. 


__________________________________________________________________________________________________





CLASSIFICATION CRITERIA:





1.  Skill and Knowledge 





-- In-depth knowledge of the overall warehousing plan.  As senior worker, often works independently with assigned functional responsibilities for a major commodity segment or equipment group in a large warehouse or serves as primary materials handler in a small warehouse. 





-- In-depth knowledge of documentation requirements. 





-- In-depth knowledge of warehouse plans, methods, procedures, and material handling techniques in storing items providing for easy retrieval, convenience in handling, protection from damage, and ease of movement.





-- Thorough knowledge of physical distribution functions of a warehouse, such as material receiving, storage, issuing, and preservation. 





-- Knowledge of central locator or other operations that maintain stock inventory and location information in order to determine whether or not items are available and their locations, and to track down and obtain items from elsewhere in the local supply system when shipments or issues are short.  





-- Knowledge of inventory procedures to determine balance on hand and reasons for overages, shortages, or misplacement of items. 





-- Knowledge of automated and/or mechanized systems sufficient to instruct lower graded employees. 





-- Knowledge of various types of fork lift trucks capable of lifting loads weighing less than 10,000 as high as 168 


inches and their operation techniques.  





-- Knowledge of the storage area layout in order to store and remove materials and equipment.  





-- Knowledge of the height, width, length, and weight of the vehicles in order to judge overhead and side clearance, 


the turning radius, braking distance, and the safest distance to be maintained from other vehicles.





-- Knowledge of state and local safety rules and regulations for operating vehicles.  





-- 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.





-- Skill in handling controls for smooth starting, stopping, and maneuvering in 


narrow and congested areas.





-- Skill in using hand tools.





-- Skill in defensive driving techniques.  





-- Skill to recognize developing hazardous road and traffic conditions, and the judgment to adjust driving 


methods to the practices of surrounding traffic, and to select alternate routes to avoid potential problems.





-- Skill in loading and arranging cargo properly onto the vehicle, using appropriate tie-downs, such as chains, 


binders, or straps for safe transit on public roads at highway speeds or under similar driving circumstances.





-- Ability to prepare inventory and production reports, screen and identify shipping and receiving documents for discrepancies, and direct shipments to shipping or storage areas.





-- Ability to judge size of doorways and aisles, size of load, capability of fork lift truck, and proper load 


balance in order to safely load and unload items.





-- Ability to use automated equipment, such as computer terminals, optical readers, bar code wands, scanners, etc. to enter and extract data.





-- Ability to prepare production reports, check records, screen issue documents, and find missing data. 





-- Ability to lay out storage space and establish item and material locations in accordance with agency regulations and to determine sequences for loading incoming shipments for maximum space utilization, safety considerations, and damage protection. 





2.  Responsibility 





Employee is assigned the full range of warehouse functions for a major segment of a large warehouse or serves as the principal materials handler in a small warehouse.  Assignments include receiving, locating, storing, shipping, and re-warehousing materials, commodities, or equipment in accordance with established procedures and operating requirements.  Works with a high degree of independence.  Plans work by sequences, steps, procedures, and techniques for accomplishing operations.  Performs operations from start to completion with little or no instruction.  Guides and instructs lower level employees in performance of segments of operations and/or specific supporting tasks, and in established procedures.  Makes determinations as to placement, unloading, timing, and general movement of materials within assigned areas.  Employee must comply with all safety, environmental, and security requirements.  Work is reviewed for results achieved, i.e., how well schedules and priorities are met, accuracy of stock balances found during inventories, and whether the storage area is kept within the general warehousing plan, and customer satisfaction.  Responsible for operating fork lift trucks and motor vehicles in a safe manner and in compliance with safety and traffic rules.





3.  Physical Effort 





Works on hard surfaces and in work areas that require standing, stooping, bending, and working in tiring and uncomfortable positions.  May lift and carry weights up to 40 pounds.  May handle heavier items with weight lifting equipment or with assistance from other workers.  Work requires light to moderate physical effort in reaching, bending, turning, or moving hands, arms, feet, and legs to operate hand and foot controls while driving, raising, lowering, and tilting fork lift trucks.  Subject to possible strain caused by vibration of fork lift trucks.  Occasionally may be required to make limited emergency repairs on vehicles, such as changing a flat tire.





4.  Working Conditions 





Work is done inside and outside in areas that may be hot, damp, cold, drafty, or poorly lighted.  Employee is regularly exposed to the possibility of cuts, scrapes, bruises, falls from ladders, falling material, or injury from equipment.  May be exposed to dust, dirt, grease, solvents, and high noise areas while working in a mechanized work area, or radiation, toxins, explosives hazards, or chemical fumes while working in a hazardous materials area.  May be required to wear protective clothing such as hard hats, steel toed shoes, rubber gloves, masks, and rubber aprons.  Drives motor vehicles in all types of traffic and weather conditions.


__________________________________________________________________________________________________





Other significant facts pertaining to this position are:





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





2.  Emergency overtime may be required.





3.  The work requires the employee to drive a motor vehicle.  An appropriate, valid driver's license is required for the position. 





4.  As required, may train and/or guide other personnel in performance of material handling duties.  


__________________________________________________________________________________________________





CLASSIFICATION SUMMARY: 





CLASSIFICATION STANDARDSS USED:  OPM Job Grading Standard for Materials Handler, WG-6907, TS-58 dated September 1990; OPM Job Grading Standard for Fork Lift Operator, WG-5704, TS-3 dated November 1968; and OPM Job Grading Standard for Motor Vehicle Operator, WG-5703, TS-61 dated April 1991.





CLASSIFICATION REMARKS:





The primary purpose of this position is to perform the full range of warehousing duties with responsibility of handling or overseeing one or more product lines, a segment of a large warehouse, or serve as the senior employee in a smaller warehouse and independently perform a wide range of warehousing activities involving the receipt, storage, and issue of supplies, and equipment.  In addition, the employee is required to operate motor vehicles in order to pick up and deliver supplies, material, and equipment.  Use of fork lift is to lift loads weighing less than 10,000 pounds as high as 168 inches.  Based on the classification standards, the Materials Handler duties equate to WG-06, the Fork Lift duties equate to WG-05, and the Motor Vehicle duties equate to WG-05.





Final Classification:  Materials Handler (Fork Lift/Motor Vehicle Operator), WG-6907-06.





NOTES TO USERS:  





1.  Since this is a mixed series (same grade for all occupations), the fork lift and motor vehicle operator duties are reflected in the title, skills codes, and percentages.  Any changes to these duties, skills, and/or percentages will need to be reviewed for impact to current classification of this standard core personnel document.





2.  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.


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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