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25.

a.  INTRODUCTION:

This position is located in the Air National Guard, Mission Support Group, Logistics Readiness Squadron.  The primary purpose of the position is to perform warehouse inspection, storage, and inventory of a wide variety of supply and equipment items, classified and sensitive items, War Comsumables Distribution Objective (WCDO) items; selecting items to be issued, shipped, or transferred; conducting warehouse validations and inventories; maintaining central locator functions; performing warehouse inspection functions (i.e., shelf life, functional checks); and managing the staging area for delivery of items.  
b.  DUTIES AND RESPONSIBILITIES:

(1)  Receives and processes notice to stock parts and equipment.  Assures incoming materiel matches that of the accompanying documentation.  Examines materiel for shortages, overages and obvious damage and coordinates any discrepancies with the Cargo Movement Element.  
(2)  Stores all in-warehouse supply and equipment items.  Provides secure storage and handling of classified and sensitive items.  Provides proper storage and handling of Electrostatic Discharge Items (ESD) in accordance with applicable technical orders and publications.  Determines within the general warehousing plan how to arrange stock within the storage area.  Stores items for convenience of handling and ease of movement.  Assures stored items are protected from damage, deterioration, and pilferage.  Schedules and maintains an aggressive surveillance inspection program for items in central storage to assure that all assets are ready for issue.  Takes necessary action to control deterioration and/or corrosion of items in storage.  Assures required tags, labels, and markings are affixed to property to reflect identity, status, and condition.  Makes sure that technical data is retained when retagging items. Initiates inputs to add or delete warehouse locations on item records.  
(3)  Conducts periodic validation of warehouse locations.  Responsible for the inventory and proper accounting of all in-warehouse assets.  Performs special inventories as required.  
(4)  Selects items to be issued and/or shipped and transfers them to the Cargo Movement Element for subsequent delivery/shipment.  Issues oldest items first when dated item control applies.  Assures items requiring special handling (i.e., classified) are receipted for by authorized individuals.  
(5)  Inspects all classes of property for which the USPFO Accountable Officer has responsibility and/or accountability, including small arms, aircraft parts and components; motor vehicle parts; building and construction materials; special equipment; gasses, chemical, and wood products; packaged petroleum products: machines and communication equipment.  Determines that materials are properly identified as to condition, identity, security, classification.  Uses a variety of measuring devices, conversion charts to determine moisture factors on lumber and classification factors/special markings on gasses, chemicals and metals.  Refers to contract specifications, technical orders, manufacturers' catalogs, stock lists, FEDLOG, and other available guides in identifying material (inspects for deterioration and corrosion of all stocked items and initiates/recommends necessary action).  Prepares reports for damaged or deficient condition.  Prepares written replies for higher headquarters tasking.

(6)  Monitors material suspect program to eliminate possible hazards or substandard material.  Monitors petroleum/chemical materiel by regularly checking and inspecting all petroleum and chemical products stored to ensure test dates are within prescribed time frames.  Coordinates with responsible agency by telephone, message, or correspondence to determine the serviceability of assets.  Ensures all shelf life items are inspected quarterly for serviceability.  Coordinates with base Medical Group's Bioenvironmental Health Technician on all hazardous items to ensure all items are identified on the item record.  Monitors functional check program by coordinating inputs and routing items to the maintenance/supply liaison to ensure all functional check assets are ready for issue.  Identifies and controls required Technical Order Compliance (TCTO), inventory, code and tags material in accordance with TCTO furnished by Maintenance Quality Assurance (QA).  Endorses letter back to QA upon completion.  
(7)  Identifies incomplete items.  Assigns applicable condition code, affixes tag, initiates requests for component items to restore to serviceable condition.  Follows established guidelines in assignment of demilitarization codes for disposal items.  Monitors demilitarization, required documentation, and transfer of items to disposal.  Downgrades low dollar value property to scrap, prepares documentation and transfers to Cargo Movement Element for disposal for lot processing. Requests special inventory for items found on base. 
(8)  Manages the Precious Metals Recovery Program (PRMP).  
(9)  Assists in formulating policies and procedures to ensure proper management, security, and control of all supplies and equipment in storage.  Ensures procedures are written that direct a resource protection survey be accomplished on designated controlled areas within prescribed time frames.  
(10)  Manages unserviceable holding area. Ensures disposition is received in a timely manner. Monitors Material Deficiency Reports (MDR) and Quality Deficiency Reports (QDR) pending disposition. Process turn-ins and Coordinates with Quality Assurance for disposition instructions. 

(11)  Trains all supply personnel requiring an inspector's stamp or those performing inspector duties, by signature.  Some training may be accomplished during drill status.  
(12)  Assists in providing bench stock support to customer organizations.  
(13)  Performs other duties as assigned.  
c.  SKILL AND KNOWLEDGE:

Operates Material Handling Equipment (MHE) to include gasoline, diesel or electric forklifts up to 15,000 pounds, small trucks, and two or four wheeled hand trucks.  Knowledgeable of reading various meters such as leak detector for gasses, etc.  Knowledgeable in research procedures.  Knowledgeable of work center computer operation.  Signs on and signs off computer terminal using assigned identification.

d.  RESPONSIBILITY:

Works under the general supervision.  Work is generally self generated and incumbent is expected to initiate and complete projects with help only in unusual or difficult situations.  Uses higher headquarters publications and instructions and Air Force directives for guidance.  Assigned work is normally carried out with little or no instruction.  Overall work is reviewed on the basis of results achieved.

e.  PHYSICAL EFFORT:

Performs work on hard surfaces and in work areas that require standing, stooping, bending, and working in tiring and uncomfortable positions.  May be required to work at a rapid pace for long periods at a time.  Frequently lifts and carries tools, parts, supplies, and equipment that weigh up to 70 pounds.  May handle items that weigh over 70 pounds.  Hand trucks, dollies, and other workers are available for assistance with heavier items.  
f.  WORKING CONDITIONS:

Work is performed inside and outside.  May work in areas that are hot, cold, damp, drafty, or poorly lighted.  May be required to work outside, subject to inclement weather.  Work may be dirty, dusty, and greasy.  May be exposed to the possibility of cuts, scrapes, and bruises, falls from ladders or other injury from mechanical conveyer systems or other material handling equipment.  Will be required to wear personal protective items to ensure safety in accordance with AFOSH standards while working with hazardous materials.  
g. OTHER SIGNIFICANT FACTS:

Incumbent may be required to prepare for and support the mission through the accomplishment of duties pertaining to military training, military readiness, force protection and other mission related assignments including, but not limited to, training of traditional Guard members, CWDE/NBC training, exercise participation (ORE/ORI/UCI/MEI/OCI/IG, etc.), mobility exercise participation, FSTA/ATSO exercise participation, SABC training, LOAC training, weapons qualification training, participation in military formations, and medical mobility processing within the guidelines of NGB/ARNG/ANG/State/TAG rules, regulations and laws.  These tasks have no impact on the classification of this position and should NOT be addressed in any technician’s performance standards.
EVALUATION STATEMENT
A.  Title, Series, and Grade:  Materials Handler, WG-6907-06
B.  References:  

1.  USOPM Federal Wage System Job Grading Standard for Materials Handler WG-6907, dated Sep 1990. 

2.  USOPM Federal Wage System Job Grading Standard for Materials Examining and Identifying, WG-6912, dated Mar 1990.
3.  USOPM Federal Wage System Job Grading Standard for Inspectors, dated Apr 1982.
C.  Background:  This position has been re-described by the Functional Manager to update duty statements and to recognize current organizational structure.  The new description is due to the reorganization directed by Chief of Staff of the Air Force (CSAF) of the Global Wing Organization to streamline the mission generation chain of command

D.  Pay Plan, Series, Title, and Grade Determination:

1. Pay Plan:  The paramount requirement of this position is the performance of work requiring trades skill and knowledge required in the in the receiving, storing, assembling, issuing, shipment, distribution, and inventorying of a wide variety of bin and bulk supplies, materials, equipment and materials, using mechanized, automated, and manual material moving equipment, devices, and systems.  Non-supervisory positions requiring primarily trades and laboring skills and knowledge such as those of this position are properly allocated to the Federal Wage System.
2.  Series:  The primary purpose of this position is to receive, inspect, store, issue, and prepare for shipment various parts and materiel.  Incumbent determines items to be off loaded and selects off loading site; stores and locates all assets controlled by the warehouse.  Issues items from storage location; and prepares items for shipment.  The Materials Handler (WG-6907) standard covers work involved in receiving, storing and assembling for issue or shipment, and shipping a variety of bin and bulk supplies, materials and equipment.  Performance of the work requires knowledge of the methods used in processing materiel into and out of the supply system.  The work of this position fully meets the occupational definition of positions classified in the WG-6907 series.
Application of the Standard for Materials Examining and Identifying Standard, WG-6912, was considered.  Although there is some material examining and classifier work to be done it is incidental to the receiving, processing, storing, inventorying, and shipping of equipment and supplies.  Therefore, the Materials Handler Series, WG-6907 is considered more appropriate  

This new PD describes inspection as being a part of the requirements of this position.  Therefore consideration was given to the Federal Wage System Job Grading Standard for Inspectors.  The standard states it is “used to grade nonsupervisory jobs that involve examining services, materials, and products that are processed, manufactured, or repaired by workers performing trade or craft work to determine that the physical and operating characteristics are within acceptable standards, specifications, or contractual requirements”.  This position does not examine services, materials, and products to determine the physical and operating characteristics are within acceptable standards, specifications, or contractual requirements.  That type of inspection has been accomplished before the items are received to be processed into the storage location.  This position is involved in inspections to ensure items received, stored, and shipped have proper identification and are not damaged.  This type of inspection is of the type envisioned to be performed by positions properly classified by the Materials Handling Job Grading Standard.
3.  Title:  The basic title for positions classified to the WG-6907 series is Materials Handler
. 

4.  Grade:  The WG-6907 standard is used to grade the position using the following factors:
a.  Skill and Knowledge:  The incumbent must be skilled in the receipt, inspection, storage, issue and shipment phases of warehouse operations.  Must have the skill, knowledge, and ability to off load and direct carrier to off loading site; prepare statements on loss, damage, or destruction of property, perform inspections of warehouse items/equipment in accordance with Air Force and local inspection program procedures, initiate report of discrepancies, store and locate all assets maintained by the warehouse, perform annual stock validation of warehouse inventory, issue items from storage and prepares items for shipment and delivery.  The work requires a total knowledge of warehouse operations and layout, stock control and inventory procedures, documentation procedures associated with preparing discrepancy and damage reports, processes involved with stock/item identification, binning, stocking, and tagging, knowledge of hazardous materiel, warehousing and inspection requirements, and standard supply system automated processing procedures, etc.  This factor is evaluated at the WG-06 grade level.  The incumbent determines within the general warehousing plan how to organize and arrange stock in storage areas, track turnover of stock for replenishing bins, receive, unload and process incoming shipments, select/assemble items for shipment and issue, and assist in inventories and determining basis for shortages/overages.  The work exceeds the WG-05 level where the worker performs limited phases of warehouse operations such as selecting storage locations and storing, stacking, and palletizing, etc.  Also at the WG-05 level the worker follows established procedures for when and how to report over, short, or damaged conditions to supervisor.  This position requires a full range of warehouse operations knowledge to accomplish the work without having the limitations stated at the WG-05 level.  

This position also meets the WG-06 level described in the WG-6912 Materials Examining and Identifying Standard; however the Materials handler Standard is more descriptive of the overall requirements of this position.
b.  Responsibility:  The incumbent is responsible for performing the full range of warehouse operations associated with receiving, storing, issuing, and shipping of warehouse items.  Judgment is used in reconciling differences in stock levels (e.g. overages and shortages), resolving warehouse location problems, planning for warehousing of hazardous items and materials, and resolving problems associated with identifying materials and resolving problems relating to identifying, tagging, and binning stock, etc.  The incumbent performs work independently and is responsible for adhering to acceptable warehousing practices.  Work is reviewed from the standpoint of adherence to warehouse layout and operations.  This meets the level of responsibility described at the WG-06 level of the standard.  
c.  Physical Effort:  Same as for all grade levels.  
d.  Working Conditions:  Same as for all grade levels.  

E.  Conclusion:  Materials Handler, WG-6907-06.

Classifier:  Roger M. Parrish, NGB-J1-TN-C
Date:  29 Jul 09
