CORE PERSONNEL DOCUMENT                                                                                                 Number:


AIR FORCE CORE PERSONNEL DOCUMENT (CPD)

ORGANIZATION:  

CPD NUMBER:


SUPV LEVEL CODE:

COMP LEVEL CODE:


TARGET GRADE:  05

FLSA:  Nonexempt


JOB SHARE:  NA

CAREER PROG ID:  NA


SENSITIVITY:  Nonsensitive
BUS:


EMERGENCY ESS:  NA

DRUG TEST:  NA


KEY POSITION:  NA

POSITION HIST:  New


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

DUTY TITLE:   Student Trainee

__________________________________________________________________________________________________
ORG & FUNC CODE:

ECY
Civil Engineering

1ST SKILL CODE:
70%
CDF
Student Trainee

2ND SKILL CODE:
30%
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 a Student Trainee to aid the organization with ensuring the base maintains, repairs, and constructs new facilities that supports the base, MAJCOM, and AF mission.

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:  To serve as a Student Trainee to assist personnel with ensuring the base grows through the proper planning, programming process in accordance with base, MAJCOM, AF, and DoD regulations.

__________________________________________________________________________________________________

DUTY 1:  






35%
Critical


Performs minor phases of planning/programming work for new construction, renovations, and improvements of real property facilities, including utility systems, utilizing academic knowledge of engineering.  Using standard engineering theory and practices performs minor design work of a conventional nature with technical instruction or guidance and identifies limits of the problems involved.  When assigned work of an advanced nature, the supervisor usually identifies the limits of the problems involved and makes suggestions as to unusual techniques and methods to employ.  Assists technical review of design calculations, analyses, drawings, and specif8ications to ensure compliance with project requirements.  Assists in preparation of project time schedules and cost estimates.  Coordinates all planning, programming, and design phases with relevant managers and staff elements.  Maintains current engineering data for assigned projects.  May act as a project liaison with design agencies as required.

STANDARDS:
A.  Accurately performs design or design review assignments within established time frames.  

B.  Planning/programming/design work consistently meets project objectives.

C.  Accurately assists in preparing complete time schedules and cost estimates.

KSA:  1,2,4,6,7,8

__________________________________________________________________________________________________
DUTY 2:






25%
Critical



Will accompany higher graded engineers and technicians during routine construction inspection and construction specifications review.  Assists such personnel with follow-up correspondence as required upon completion of such visits and/or evaluation.

STANDARDS:
A.  Accompanies element personnel on routine project construction visits as required.

B.  Prepares letters and memoranda concerning findings during visits in a timely manner.

KSA:  1,2,4,6,7,8
__________________________________________________________________________________________________
DUTY 3:






20%
Critical



Keeps abreast of emerging technologies to ensure programmed development will not prematurely become obsolete.  Uses computers/computer software, such as information management programs, computer aided design and drafting (CADD) programs, and project tracking programs, to solve engineering problems and facilitate work.  Keeps current on relevant software applications.  May perform various duties in support of the organization; receiving and answering routine telephone inquiries or visitors, referring calls and visitors to appropriate staff; taking messages and obtaining requested information or referring to appropriate personnel.  May distribute mail.

STANDARDS:
A.  Coordinates with supervisor or other engineers to ensure engineering recommendations are based on a consideration of emerging technology.

B.  Effectively uses computer resources.

KSA:  3,5

__________________________________________________________________________________________________
DUTY 4:






10%
Critical



Assists in preparation of architectural and engineering (A&E) statements of work (SOW).  Provides technical review of A&E design calculation, cost estimates, analyses drawings, and specifications to ensure compliance with project requirements.  Serves as a technical representative for negotiation and/or administration contracts.   May serve on A&E selection boards and construction contract selection boards. 

STANDARDS:
A.  Ensures A&E SOWs are accurate and completed within established time frames.

B.  Accurately performs review of A&E designs in a timely manner.

KSA:  1,2,3,5,6,7,8

__________________________________________________________________________________________________
DUTY 5:






10%
Critical



Gains knowledge of health, safety, and environmental rules and procedures and performs work in a manner that enhances the safety of the work environment.  Works with other engineers to gain knowledge of federal, state, and local codes concerning health, safety, and the environment and assists in strictly adhering to the programming, design, and construction of real property facilities by seeking assistance when necessary.

STANDARDS:
A.  No violation resulting in an accident that did or could have caused serious injury, loss of life, or major damage to government property will be allowed.

B.  Maintains awareness of work environment safety procedures and promptly reports unsafe practices, and/or procedures, accidents, injuries, and/or violations to the supervisor.

C.  Uses personal protective equipment as appropriate and complies with occupational safety and health directives.

KSA:  1,2,4,6,7

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of basic engineering and/or science principles, concepts, and practices.

2.  Basic knowledge of engineering and construction standards methods, practices, and techniques, materials, and equipment to coordinate with other engineers and to determine compliance with federal, state, and local codes and regulations.

3.  Knowledge of automated data processing concepts, systems capabilities, and economic usage to effectively accomplish assigned functions.

4.  Basic knowledge of health, safety, and environmental requirements as outlined in applicable standards, regulations, and/or technical orders.
5.  Ability to use work processors, spreadsheets, and databases.

6.  Ability to communicate effectively both orally and in writing and maintain good working relations.

7.  Ability to plan and organize work and coordinate with other engineering disciplines and architects.

8.  Ability to analyze, interpret, and apply rules, regulations, and procedures in a variety of situations and recommend timely and economical solutions.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-
5
750 Points

-- Knowledge of basic science or engineering principles, concepts, and methodology of a professional occupation in science or engineering and skill in applying this knowledge in carrying out elementary assignments, operations, or procedures.

-- Knowledge of automated data processing concepts, systems capabilities, and economic usage to effectively accomplish assigned functions.

-- Ability to plan and monitor engineering projects to ensure compliance with applicable objectives, standards, and requirements.

-- Ability to use word processors, computer spreadsheets, and computer databases.

Factor 2, Supervisory Controls





Level 2-1
25 Points

The supervisor assigns work with specific and detailed instructions as to what is required and guidance as to reports to be used and probable results.  Work is carried out under the close supervision of a higher graded engineer.  In addition the supervisor is frequently consulted on matters not specifically covered in the original work.  Work is reviewed in progress and on completion for technical accuracy and conformance to instructions.  The employee keeps the supervisor informed of progress and potentially controversial matters or far-reaching implications.  Completed work is reviewed in terms of feasibility, compatibility, and effectiveness in achieving objectives.

Factor 3, Guidelines






Level 3-1
25 Points

Guidelines include technical manuals, directives, and criteria, which are detailed and directly applicable.  The employee works in strict adherence to the guidelines, consulting the supervisor for authorization of deviations.

Factor 4, Complexity






Level 4-2
25 Points

The work consists of data collection, predesign, estimating, and preparation of programming correspondence.  The employee must consider the planning and programming requirements of the work at hand.  All tasks are performed using established methods and procedures.  Data collection and the assessments require employee to determine the applicable engineering requirements based on experience, the regulations, or information obtained from supervisor or other personnel in the Technical Support Directorate.  The employee adapts to the variety of programs, design requirements, and working situations within a framework of several interrelated, but different, procedures, regulations, and methods.

Factor 5, Scope and Effect





Level 5-1
25 Points

The purpose of the work is to orient employee in the practical application of academic theory and basic principles.   The effect of the work is to facilitate the work of other engineers within the immediate office.

Factor 6, Personal Contacts





*Level 6-1
10 Points

Contacts are with higher graded engineers and engineering technicians in the immediate office or other base personnel.

Factor 7, Purpose of Contacts





*Level 7-1
20 Points

Contacts are for the purpose of obtaining advice and direction and reporting on findings. 

Factor 8, Physical Demands





Level 8-
1
   5 Points

The work is generally sedentary, although there may be some walking or standing for short periods of time, ending, or carrying of light loads of papers, books, reports, and other items requiring only moderate physical ability and physical stress.

Factor 9, Work Environment





Level 9-
1
    5 Points

The work involves common risks or discomforts that require normal safety precautions typically followed in work areas, such as offices, meeting rooms, libraries, and other industrial areas of the base.  The areas are adequately lighted, heated, and ventilated.

Other significant facts pertaining to this position are:
Assignments consist of specific, often unrelated tasks, leading to higher-level preprofessional duties in the Cooperative Education program.

_________________________________________________________________________________________________
CLASSIFICATION SUMMARY:  

CLASSIFICATION STANDARD(S) USED:  OPM Position Classification Standard for Civil Engineering, GS-0810, HRCD-6, dated Jan 99; and OPM Position Classification Standard for General Student Trainee Series, GS-099.

