CORE PERSONNEL DOCUMENT                                                                                                 Number:


AIR FORCE CORE PERSONNEL DOCUMENT (CPD)

ORGANIZATION:  

CPD NUMBER:


SUPV LEVEL CODE:

COMP LEVEL CODE:


TARGET GRADE:  09

FLSA:  Nonexempt


JOB SHARE:  NA

CAREER PROG ID:  NA


SENSITIVITY:  Noncritical Sensitive
BUS:


EMERGENCY ESS:  No

DRUG TEST:  NA


KEY POSITION:  No

POSITION HIST:  New


__________________________________________________________________________________________________
CLASSIFICATION:  Student Trainee (Electrical Engineering), GS-0899-05

DUTY TITLE:  Student Trainee (Electrical Engineering)

OPTION:  Excepted Appt Coop/Part-time

__________________________________________________________________________________________________
ORG & FUNC CODE:

ECY
Civil Engineering

1ST SKILL CODE:
75%
CDF
Student Trainee

2ND SKILL CODE:
25%
NCP
Noncreditable Part-time

3RD SKILL CODE:


__________________________________________________________________________________________________

CLASSIFIED BY:  CPD 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 CPD 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.

** 100% CDF during full-time employment

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:    

The primary purpose of this position is:  To serve as an Electrical Engineer student trainee in support of the Technical Support Directorate at Tyndall AFB FL.  Position is covered by local interpretations and operating procedures pertaining to the administration of the cooperative education programs at Tyndall AFB FL.  The co-op student will have specific periods of attendance at school and at the work site.  At the request of the supervisor, co-op student may be noncompetitively converted to a career-conditional appointment upon satisfactory completion of requirements of the cooperative education program.

The organizational location of this position is:  HQ AFCESA/CES, Tyndall AFB FL

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:  
The organizational goals or objectives of this position are:  Provide basic engineering training to a current student in either a baccalaureate or graduate study program.   Prepare the trainee to accomplish work requirements in a manner consistent with AF procedures and allow for possible noncompetitive conversion to the PALACE Acquire Intern Program upon graduation.

__________________________________________________________________________________________________

DUTY 1:  






25%
Critical


Performs a variety of tasks selected by the supervisor or experienced employee who serves as training monitor, which will provide a practical understanding of the organization’s programs, policies, and objectives; assist in the intern’s development; provide a basis for assessing the potential for assignment of more difficult tasks; and ultimately, provide for conversion to a regular PALACE Acquire Intern upon completion of the cooperative education program.

STANDARDS:
A.  Applies basic electrical engineering knowledge learned from previous work or college courses to assigned portions of projects.

B.  Work efforts incorporate key timelines, coordination, and deadlines.

KSA:  1,2,3

__________________________________________________________________________________________________
DUTY 2:






25%
Critical



Carries out work assignments, coordinating work efforts with other engineers and architects within the office to ensure all aspects of projects are covered.  Monitors project progress and coordinates with others to ensure quality performance and timely completion.  Reviews work performed by government or contractor employees for compliance with project directives.

STANDARDS:
A.  Conducts timely and accurate evaluations of project status.

B.  Regularly communicates project status and problems with other interested parties.

KSA:  1,2,3
__________________________________________________________________________________________________
DUTY 3:






25%
Critical



May be assigned duties in organizations outside of the immediate office as deemed beneficial in the development of the employee.

STANDARDS:
A.  Performs duties in a timely manner by using knowledge of the organization’s function and goals and its interaction with other offices.

B.  Interactions with others reflect positively on the organization to which assigned.

KSA:  1,2

__________________________________________________________________________________________________
DUTY 4:






25%
Critical



Utilizes computers/computer software, such as information management programs, computer aided design and drafting (CADD) programs, and project tracking programs to assist the supervisor or senior employee.

STANDARDS:
A.  Effectively uses computers/computer software to accomplish assigned tasks.

B.  Selects and applies relevant software applications to work efforts.

KSA:  1,2,3

__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of the basic theories, principles, and methodologies (as would be gained in a baccalaureate education program) to perform elementary duties of the discipline.

2.  Skill to effectively communicate both orally and in writing.

3.  Ability to search technical reports, manufacturers’ catalogs, AF guidance documents, or other guidelines to obtain information.

_________________________________________________________________________________________________

SUPERVISORY CONTROLS

The supervisor or training monitor provides clear, detailed, and specific instructions with each task or assignment.  The intern follows instructions and consults with the supervisor or training monitor on matters not specifically covered in the original instructions or guidelines.  The intern’s work is reviewed while in progress and completed work is reviewed for conformance with initial instructions as well as or accuracy and adequacy.  The supervisor periodically evaluates the intern’s progress in terms of interest, cooperation, and assimilation of basic fundamental theory, work habits, and work methods.  Progress is discussed with the intern and appropriate counsel and guidance provided.

____________________________________________________________________________________________

GUIDELINES

Specific, detailed guidelines are provided with each assigned task.  Guidance typically includes standard operating procedures and traditional practices.  The intern works in strict adherence to the guidelines; deviations must receive prior approval of the supervisor or training monitor.

ENVIRONMENTAL FACTORS

The work is usually performed in an office setting, which is adequately lighted, heated, and ventilated.

OTHER SIGNIFICANT FACTS PERTAINING TO THIS POSITIONS ARE:

Mobility is a condition of employment.  The employee must sign an AF-wide mobility agreement.

The intern may be required to travel by both scheduled and nonscheduled government commercial aircraft, as well as other modes of travel, under conditions specified in the DoD Joint Travel Regulation.

CLASSIFICATION SUMMARY:

CLASSIFICATION STANDARD(S) USED:  OPM PCS:  GS-850, ts-3, 2/71; OPM Series Definition, GS-899; HRCD-77/99

