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INSTRUCTIONS

1. 7To qualify for this survey you must have a Duty AFSC of 61130, 61150,
61170, 61230, 61250, 61270, or 61290; you must have held your duty AFSC
for at least six weeks; and you must have been working in your present
job assignment for at least six weeks.

2. TFirst, fill in the items in the BACKGROUND INFORMATION section, pages
ii through viii. Be sure to complete each item.

3. Then, turn to page 1 of the inventory booklet.

a. READ all the tasks listed in Duties A through J. As you read the
tasks in Duties A through J, place a CHECK beside each task you perform
in your present job.

b. NEXT, follow the INSTRUCTIONS which begin on page 26 for the re-
maining Duties K through Z. As you will see, tasks in Duties K through
Z are based on specific job functions. Duty K (on page 26) for example,
lists tasks that would be performed in a central meat processing facility.
Duty L (on page 29) lists redistribution and marketing tasks.

¢. Follow the instructions to locate the duties which lists the tasks
you perform in your present job and read through these tasks as you did for
the tasks in Duties A through J. As you read the tasks, place a CHECK
beside the tasks you perform in your present job.

4, 1In checking the tasks, do not confuse work you do yourself with work
you supervise. If you supervise certain tasks and also perform the task
yourself, you will check both kinds of tasks. If you only supervise the
tnsk, check only the supervising task.

5. If any task you perform is not listed under any of the duties in the
bookler; write it on the blank page at the end of the booklet. Do not add
classified tasks.

6. After vou have checked ALL the tasks you now perform, TURN BACK TO PAGE
1 AGAIN. You are now to make TIME SPENT ratings on the tasks that you
perform in your CURRENT JOB. TIME SPENT means the total time you spend
doing the task compared with the time you spend on each of the other tasks
that vou do in your current job. Using the 7-point scale at the top of

the column entitled "TIME SPENT CURRENT JOB,'" place your ratings for each
task you perform in your current job in that column. You use the rating

of "1" if you spend a very much below average amount of time on a task;

you use the rating of "2" for below average time; and so on up to a rating
of "7" 1if you spend a very much above average amount of time on the task.

7. Remember that you are to make a check and then a rating. First, check
the tasks you perform in your current job. Second, rate these tasks.
Third, check the Background Information Section to make sure you have
answered each item.
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BACKGROUND INFORMATION DATE CASE CONTROL NUMBER
PLEASE PRINT INFORMATION REQUESTED AND CHECK APPLICABLE BLANKS 1.4
LAST NAME FIRST NAME MIDDLE INITIAL
- 5.22
5 6 7 8 9
woe [0 OO 00O
AMN  AIC  SGT  $56T  TSGT MSGT SMSGT CMSGT (23
AIR FORCE SERVICE NUMBER PRIMARY AFSC
AAC A
IIJL]I TTIT—I DETIITT D Acic [Jo
PREFIX NUNBER PREFIX NUMBER sumx
(24:25) o (263) {35-39) ADC CJc
ORGANIZATION (CARD 99: 5-69) | DUTY AFSC AFAFC [J E
OCLLIT] O | we o
PRED NIss s AFLC [ F
BASE OR INSTALLATION (CARD 99: 70.73) T8T¢L M(SJNTHS IN E]:E] AFsC [ H
DUTY AFSC
| ATC 3
(48-50) AU (J«x
CONAC [ M

TOTAL MONTHS AT
PRESENT BASE

[TOTAL MONTHS IN

PRESENT WORK

HQCOMD [J P

MILITARY TRAINING

AFSC

ASSIGNMENT
E[]j ED:] HQ USAF [J N
(51.53) (54-56) MAC e
TOTAL MONTHS IN TOTAL MONTHS
CAREER FIELD AICL1I'|VE ;ESDE%?::_E OAR Cox
D:D MILITARY SER [:L__D PACAF [ R
(57-59) (60-62) SAC 3 s
NUMBER OF SUBORDINATES WHO REPORT {F YOU CROSS-TRAINED INTO YOUR PRESENT Tac [ 7
TO YOU DIRECTLY FOR SUPERVISION AFSC, WHAT WAS YOUR PREVIOUS AFSC? UsAFA [ B
B -“_“;_—l 1 usaAFE [ o0
DUTY TELEPHONE EXTENSION D { I T l | l D UsAFso [ L
L ] PFEE;)IX N(L;rgs)k SU‘;IF‘I‘( USAFSS [] U
(72)
PRESENT WORK ASSIGNMENT (JOB TITLE)  (CaRD 02: 5-73)
[ ‘CHECK BELOW THE METHOD BY WHICH YOU WERE ASSIGNED TO YOUR PRESENT (CARD 03)
CAREER LADDER:
A BYPASSED SPECIALIST [j (5) RECOMMENDED DUTY ASSIGNMENT FROM /7 ao
BASIC MILITARY TRAINING
CLASSIFICATION BOARD ACTION L_:l 6)
REENLISTMENT FROM ANOTHER BRANCH D (an
COMPLETION OF BASIC TECHNICAL COURLE —J OF SERVICE
CONVERSION FROM OBSOLETE AFSC IN SAME [:] (8) RETRAINING FROM ANOTHER CAREER FIELD D (12)
kALl IF YOU WERE CONVERTED INTO YOUR D 3
DIRECTED DUTY ASSIGNMENT FROM BASIC [j (9 AFSC, WHAT WAS YOUR PREVIOUS




BACKGROUND INFORMATION (Continved)

CiRCLE THE HIGHEST EDUCATION LEVEL (OR GED EQUIVALENT) YOU HAVE COMPLETED! (CARD 031 14=13)
CLEMENTARY HIGH SCHOOL coLLaot GRADUATE
0s 04 .14 08 o¢ 10 n 12 13 14 15 % 7 18

YOUR RESPONSES TO THE FOLLOWING THREE ITEMS WILL BE HELD IN STRICT CONFIDENCE AND WiLL BE USED (CARD 03t 16=18)
FOR RESEARCH PURPOSES ONLY,

| PLAN TO REENLIST: (16) | FIND MY JOB: 1r) MY JOB UTILIZES MY TALENTS (10)
AND TRAINING:
NO, | PLAN TO RETIRE | EXTREMELY DULL (RN NOT AT ALL (IR
NO, | PLAN TO SEPARATE VERY DULL O a2 VERY LITTLE O a2
WITHOUT RETIREMENT
BENEFITS O a FAIRLY DULL [ FAIRLY WELL [
UNCERTAIN, $0-30 s QUITE WELL s
PROBABLY NO s
FAIRLY INTERESTING 0O s VERY WELL s
UNCERTAIN, VERY INTERESTING J s EXCELLENTLY (e
PROBABLY YES O »
EXTREMELY INTERESTING[::] 7 PERFECTLY D 7
YES s
MY JOB IS LOCATED AT AN INSTALLATION WHICH IS: (CARD 03: 19-20)
INSIDE THE CONTINENTAL U. S. (ZONE OF THE INTERIOR) J am
OUTSIDE THE CONTINENTAL U. S. (INCLUDING ALASKA AND HAWA[I) E] (20)
MY JOB IS LOCATED: (CARD-03: 21-23) HAVE YOU BEEN CROSS-TRAINED (CARD 03:24)
FROM AFSC 611X0 INTO ANOTHER
(21) [] tsolated site CAREER FIELD?

(] Yves [J No (24)

[F YOU WERE CROSS-TRAINED FROM AFSC 611X0

Non-isolated

(22) [J Remote site

HAVE YOU COMPLETED ANY TRAINING COURSES (CARD 03: 25-31)

RELATED TO YOUR CAREER FIELD?
(] ves [J NO (25)

IF SO, CHECK COURSES YOU HAVE COMPLETED: (29) [J AZA61150-1 or SAZA6!150,
Defense Metal:z tdentification
(26) [] AAR61170 or AAR6II170-I or
3AAR61170-1, Supply Services (30) [] AZR61150 or AZR61150-1 or
Supervisor 3AZR61150-1, Defense Metals
Identification
(27 [J AJF75000-24 or 4AJF75000-24,
0JT Trainer/Supervisor (31) [J AZR61170-1 or AZR61170-2
Course or 3AZR61170-2, Redistri-~
bution and Marketing
(28) [] AJF75000-40 or 4AJF75000-40,
OJT Administrator Course
(continued nexi page)

it




BACKGROUND INFORMATION (Continued)

(32) [1

(33, [

(34) (]
(35) [J

(36) (]

37 (]

(38) [J:

AZR65170-8 Technical Repre-
sentatives of Contracting
Officer

ATS64270 or SS64270-~1
Commissary NCOIC Course

CDCe1150, Supply Services

COC6i 170, Supply Services
Supervisor

COC61250, Meatcutter

EC16220, Supply Services
Operations Officer

EC16230, Supply Services
Sales Officer

(39) (]
(40) (]
(41) []

(42) []

(a3) []

(44) []
(45) []

(CARD 03: 32-45)
EC16423, Warehousing
ECI Supply Specialist

American Institute of
Laundry

Army Quartermaster Laundry
Course

National Institute of Dry

Cleaning
Navy Laundry Handbook Course

Thormac Prepacking Institute
for Meat and Produce

TRAINING:

3 T0

CHECK THE FUNCTION TO WHICH YOU WERE ASSIGNED DURING UPGRADE

CHECK MORE THAN ONE FUNCTION IF YOU CHANGED

ASSIGNMENT DURING UPGRADE TRAINING:

5-SKILL LEVEL

(46) []
47y [J
(48) []
(49) []

(50) []

s []

Central Meat Plant
Clothing Sales
Commiscary

Laundry and Dry Cleaning

Redistribution and
Marketing

Other (specify)

(CARD 03: 46-57)

5 TO 7-SKILL LEVEL

(529 [
(53) []
(54) []
(55 (]
(56) (]

(57) []

Zentral Meat Plant
Clothing Sales
Commissary

Laundry and Dry (leaning

Redistribution and
Marketing

Other (specify)




BACKGROUND INFORMATION (Continued)

CHECK ALL AREAS IN WHICH YOU HAVE HAD
AT LEAST SIX MONTHS EXPERIENCE:

(58) [] Boock Store (73 []

(59) [] Clothing Sales (05 (]

(60) [J Clothing Sales Backup (06) []
Store

CIANM|

(61) [] Commissary Annex)

(CARD 03: 58-73)
(CARD 04: 05-17)

Linen Exchange
Meat Processing Plant
Mortuary Affairs (CONUS)

Mortuary Affairs (OVERSEAS)

(08) [J NCO Club Management
(62) [] Commissary Meat Department
(09) [J 0Off-Base Housing Referral
(63) [] Commissary Sales (exclude
meat) (10) [] office Records
(64) [] Data Processing or PCAM (n ] oJT Monitor
(65) [] Exchange (CONUS) (12) [] Redistribution and
Marketing
(66) [] Exchange (OVERSEAS)
(13) [J Services Inspector
(67) [] Exchange (SITE)
(14) [] sStaff Level Assignment
(68) [] Housing and Billeting
(15) [J Warehousing - Cold Storage
(69) [J Laundry Collection Point
(16) [] Warehousing - Commissary
(70) [J Laundry-Dry Cleaning Plant
(CONUS) (17) [] other (specify)
(71) [J Laundry-Dry Cleaning Plant
(OVERSEAS)
(72) [] Laundry or Dry Cleaning
Activity
CHECK WORK AREAS IN WHICH YOU SPEND (CARD 04: 18-24)
MOST OF YOUR TIME IN YOUR PRESENT
ASSIGNMENT :
(18) [J sStaff Level (Check areas in (22) [] Clothing Sales Backup
which most time is spent) Storage
(19) [] Billeting (23) [J Commissary Annex
(200 [J] Central Meat Plant (24) [J Ccmmissary Sales Store

(21) [J Clothing Sales Store

tinclude meat)

{continued next page)




BACKGROUND INFORMATION (Continued)

(25)

(26)
(27)
(28)
(29)
(30)
(31
(32)

(33)

(34)

(35)

0]

(]
0]
(]
(]
tJ
]
(]
0]

]
(]

Commissary Sales Store =
Stocking

Commissary Warehouse
Consol idated Area Exchange
Exchange (CONUS)

Exchange (OVERSEAS)
Exchange (SITE)

Housing

Housing Supply

Instructing Technical
Course

Laundry Collection Point

Laundry-Dry Cleaning Plant
(CONUS)

(CARD 04: 25-45)

(36) [] Laundry-Drv Cleaning Plant
(OVERSEAS)

(37) [J Laundry or Dry Cleaning
Activity

(38) [] Linen Exchange
(39) [J Mortuary Affairs (CONUS)
(40) [] Mortuary Affairs (OVERSEAS)

(41) [J Office Records, Reports, or
Accounting Section

(42) [J OJT Monitor
(43) [ Redistribution and Marketing
(44) [] Services !nspector

(45) [] Other (specify)

CHECK ITEMS THAT ARE MECHANIZED
IN YOUR ACTIVITY:

(46)
(47)
(48)
(49)
(50)

(51)

(]
(]
(]
(]
]
C]

Inventories
Price Lists
Requisitions - Clothirg
Requisitions - Equipment

Requisitions - Subsistence

Requisitions - Supplies

(CARD 04: 46-54)

(52) [] Requisitions - Troop Issue

(53) [] Subsistence Consumption
Records

(54) [1 Other (specify)

CHECK THE ITEMS OF EQUIPMENT YOU USE

ON YOUR PRESENT JOB:

(55) [1 Adding Machines

(56) [] Calculators

(57) [J Cash Registers

(CARD 04: 55-59)
GENERAL EQUIPMENT

(58) [J] Conveyors
(59) [] Display boards or cases

(continued next page)
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BACKGROUND INFORMATION (Continved)

(CARD 04: 60-73)
(CARD 05: 05-12)

(60) [] Floor buffers and scrubbers (72) [] Pry bar and dolly
(61) [J Forklift trucks (73) [] Public address system
(62) [] Hand!ift trucks (05) [] Radic, two-way
(63) [] Vacuum Cleaners (06) [] Scales (dial and beam
- indicating)
(64) [J Warehouse tugs
(67) [J Sewing Machines

(65) [J Hand tools (pliers,

cleavers, hammers, etc) (08) [] Sign making equipment
(66) {1 Keypunch or verifier (09) [] Skid ptlatforms
(67) [] Lawn Mowers (i0) ] Typewriters
(63) [1 Mimeograph or other (1) [J Tying Machines

duplicating machines

(12) [] oOther (specify)

(69) [] Pallets
(70) [J Pick-up or Panel Trucks

(exclude refrigerated)
(71) U] Portable electric sealers

(CARD 05: 13-16)
CLOTHING SALES EQUIPMENT
(13) [J Air Dryer (16) [] Other (specify)
(14) [J Manneqguins
(15) ] Measuring Devices
(CARD 05: 17-20)
EXCHANGE EQUIPMENT

(17 [J Sedans
(18) [J Station Wagons (20) [J Other (specity)
(19) [J Trucks, Stake

or Van

vii
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BACKGROUND INFORMATION (Continved)

COMMISSARY AND MEAT PROCESSING EQUIPMENT (CARD 05: 21-38)

(21 (] Bacon Slicers (31) [] Produce Trimmers

(22) [] Bone Dusters (32) [] Refrigerated Trucks

(23) [J Coin-counters and Sorters (33) [] Scale, Computer and Labeler
(24) [J Hamburger Molding Machlnes (3¢) [] Scale, Printing and

Labelling Machine

(25) [] Meat Cutiing Saws
(35) (] Scales, Produce

(26) [] Meat Grinding Machines
(36) [] Steam-jacketed Kettles

(27) [J Meat Slicing Machines
(37) [] Wrapping Machines

(28) [] Meat Tenderizing Machines
(38) [1 Other (specify)

(29) [J Pot and Pan Washing Machines

(30) (] Pricing Machines

LAUNDRY AND DRY CLEANING EQUIPMENT (CARD 05: 39-52) -

(39) [J Assembly Reel, Sorting (46) [J Tanks, Mixing
(40) [] Carts, Trucks and Liners (47) [[] Tagging or Marking Machlines
(41) [J Flatwark Ironers (48) [] Tumbiers
(42) [] Garment Baggers (49) [J vacuum Distillation Units
(43) [] Listing-Pricing Machines (50) [J Washers and Extractors
(44) [] Paper Measuring Machines (51) [] Washroom Control Kits
(45) [] Pressing Units (52) [] Other (specify)

: (CARD 05; 53-57) REDISTRIBUTION AND (CARD 05: 58-63)
MORTUARY_EQW:PMENT MARKET ING_EQUIPMENT
(53) [] Embalming Equipment (58) [] Ballers
(54) [] Human-Remains Pouches (593 [J Bench Grinders
55y [ Milit " — ; (60) [] Paper Shredders

111Tary Honors tquipmen (61) [J Silver Recovery Units .
(6) [ Transfer or Shipping Cases (62) [J Truck Scales
(57) [] Other (specify) (63) [J Other (specify)

viii
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AFSC

2. Add any tasks you do now which are not listed.

3. Inthe " Time Spent'’ column, rate checked ( \/) tasks on time spent in your present job.

JOB INVENTORY
(DUTY - TASK LIST) R0 sl | or 6] mases
1. Check tasks you perform now { V) Check 1c'ml SPJE':T
urrent Jo

IF

A.

PLANNING AND ORGANIZING

DONE]
NOW

1. VENY MUCH OK.
LOW AVERAGE.
3, SELOW AVERAS
9. SLIGNTLY BE-
LOW AVERASE.
4. ABOUT AVRRAGE
6. SLIONTLY
ABOVE AvERAGL
6. ABOVE AVERASE
7. VERY MUCH
ASOVE AVERASE

1. Conduct staff or board meetings 5
2. Establish controls against pilferage ~r misappropriation
of money 6
3. Establish controls for the movement of property or
equipment 7
4, Establish laundry or dry cleaning schedules for
collection points 8
5. Establish operational hours 5
6. Establish organizational structure -
7. Establish publications requirements n
8. Establish local records and reports procedures .
9. Establish local refund, exchange, or adjustment
policies 13
10. Estimate equipment requirements 14
11, Estimate facilities requirements 15
12, Estimate operating or other supplies requirements
16
13, Estimate personnel requirements 17
1l4. FEstimate spare parts requirements 18
15, Estimate subsistence or gener:zl merchandise
requirements 19
16, Estimate transportation requirements 20
17. Maintain status boards, charts, or graphs 97
18. Negotiate equipment agreements with suppliers
22

(continued next page)
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JOB INVENTORY AFsc 611X0
(OUTY - TASK LIST) 6&(0 Pase 2 or 61 races
1. Check tasks you perform now { V). Check| TIME SPENT
Current Job
2. Add any tasks you do now which are not listed.
1. vERY MUCH BE.
3. In the " Time Spent’’ column, rate checked { \/) tasks on Lume spent in your prosent jab. LOw AvgRmaAeE,
“ R, BELOW AVERAGL
9. SLIGNTLY BC.
IF LOW AvERASE.
DONE| 4. ABOUY AVRAAST
0 LY
Now . ::...an :Vll‘.l
A. PLANNING AND ORGANIZING (ZONTINUED) : ::::'_‘u":"“‘
' ABGOVE AVERASE
19. Negotiate local contracts for concessions, vending
machines, or other exchange services 23
20. Plan buildings maintenance requirements 2%,
21, Plan displays
e 25
22, Plan equipment maintenance requirements 26
23. Plan for disposition of equipment or property 27
24. Plan for disposition of scrap, salvage, waste,
or cooked fat 28
25. Plan for legal advice or services support 29
26. Plan for receipt and storage of merchandise,
property, frozen items, or beef carcasses 30
27. Plan layout of facilities 3]
28. Plan recruitment programs 32
29, Plan schedules for police escorts in transferring
funds for deposit 33
30. Plan training requirements 34
31. Plan War Readiness Materiel (WRM) requirements 3
32. Prepare Clothing fales Store Operating Program
(csopr) 36
33. Prepare Commissary Operating Program (COP) %
34, Prepare Exchange Operating Statements (AAFES Form
OXF 133) 38
35. Prepare financial programs or budgets 39
36. Prepare merchandising plans 40
(continued next page)
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JOB INVENTORY AFic BI1R0

(OUTY - TASK LIST) 612X0 rPAGE

3 or 61 -Aol:]

1. Check tasks you periorm now ( V).
2. Add any tasks you do now which are not listed.

3. In the ** Time Spent’’ column, rate checked ( \/) tasks on time spent in your present job.

Cheek| TIME SPENT
Current Job

1. vERY MUCNH 08
LOW AVERASE.
( . sgLow Avemaes]

3. sL00uTLY B8
IF LOW AVERAGE.

A. PLANNING AND ORGANIZING (CONTINUED)

DONE]¢: ASOv? avinase
6. SLISnTLY

Now ABOVE AvERASE

§. ADOVE AvVERASE

7. VEAY MUCH
ABOVE AVERASE
37. Prepare Office Inatructions (OI) or Standing
Operating Procedures (SOP) 41
38. Frepare or review drawings of proposed racility
structures 42
35. Prepare requests for operational contracts or
_agreements 43
40, Prepare training programs
44
41. Prepare supplements to official publications
45
42, Schedule duty hours of subordinates
46
43, Schedule inspections or audits
47
44, Schedule inventories
— 48
45, Survey or compute wages for nonappropriated
fund employees 49

NOTE: If any task you perform under this duty is not listed
write it on the blank page at the end of the booklet

LACKLAND TCOFFICE  rom 216

ATC-LACKLAND AFR TEX



JOB INVENTORY AF3c G11X0

2.

Add any tasks you do now which are not listed.

3. In the '’ Time Spent'’ column, rate checked ( \/) taaks on time spent in your present job.

{OUTY - TASK LIST) 612X0 PAGE 4 oF 61 races
1. Check tasks you perform now { V7). Check| TIME SPENT
Current Jab

S

. YEAY MUCH B8

. BELOW AVERASY

LOW AVERASE.

COLIGMTLY BE-
IF LOW AvERAGE
mNE 4. ABOUY AviEsst
5 uTLY
NOw i ::'o.u :vuul
§. ABOVE AVERAGE
B. DIRECTING AND IMPLEMENTING 7. vERY Muen
ASOVE AVEAASE
1. Assign individuals to duty positions 50
2. Brief emplovees on Standards of Conduct
(AFR 30-30 51
3. Certify time cards 52
4. Compute stock control levels 53
5. Conduct cost surveys to adjust prices or service
charges 4
6. Conduct security or safety meetings 55
7. Coordinate investigative actions with legal or
other personnel 36
8. Coordinate linen exchange policies and procedures
between exchange points and squadrons 57
9. Coordinate overseas donation programs with
Department of State representatives 58
10. Coordinate publicity with local information media o
11. Coordinate security clearances for nonappropriated
fund employees with clearance authority 60
12. Coordinate War Readiness Materiel (WRM) standby
levels with subordinate activities 61
13. Establish production or performance standards 62
14. Establish work priorities 63
15. Execute or initiate bond applications 64
16. Interpret policies and directives 65
17. Interview or hire personnrel 66
18. Manage Air Force laundry and dvy cleaning plant
67

(continued next page)

LACKLAND TCOFFICE  rorm 216
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AFsScC

JOB INVENTORY

2. Add any tasks you do now which are not listed.

3. Inthe '’ Time Spent’’ column, rate checked ( \/) tasks on time spent in your present job.

611X0
(DUTY - TASK LIST) ﬁlzxo rase 5 or 61 :masks
1. Check tasks you perform aow | \/) Check| TIME SPENT
Current Job

v

IF

NOW

1. vEAY Mutu O8-

DONE]4: ASouT avERast

LOW AVERAGE.
2. STLOW AvERAGE)
3. SLIGNT\Y BE.

LOW AVERAGE.

8. SLISNTLY
ABOVE AvEnast
6. ABOVE AvERAsE

B. DIRECTING AND IMPLEMENTING (CONTINUED) 7. VERY MucH
ASOVE AVERASK

19, Manage Air Force mortuary or morgue (Overseas) 68
20. Manage billeting or housing activities 69
21. Manage book store

ge boo o 20
22. Manage bulk warehouse retail outlet clothing sales o
23. Manage central meat processing facility -
24. Manage clothivn sales store

06:73
25. Manage commissarv meat department -
26. Manage commissary sales store 6
27. Manage commissary warehouses 5
28. Manage dry cleaning facility 8
29. Manage grocery Jepartment 9
30. Manage laundry facility 10
31. Manage linen exchange activities 11
32. Manage mortuary affairs (CONUS) 12
33. Manage NCO Club 13
34. Manage one or more branches of redistribution 14
and marketing

35. Manage one or more exchange retail departments 15
36. Manage produce department 16

(continued next page)
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JOB INVENTORY AFSC 611X0
(DUTY - TASK LIST) 612X0 fAGIE: 6 oF g1 races
1. Check taska you perform now ( V) Check| TIME SPJE':T
2. Add any tasks you do now which are not listed. Sorsor 5
). In the ** Time Spent’’ column, rate checked { \/) tasks on time spent in your present job. ‘:::":::::.:.
w 3. seLow AVI'A.(‘
3. SLISHTLY BEK-
IF LOW AvERAGE
mNE 4. ABOVUY AVIRASE
NOW l.l!.nvnv:: .
. B. DIRECTING AND IMPLEMENTING (CONTINUED) Ytz mhae
T ::::I‘AUV‘:IACI
37. Manage records office 17
38. Manage site exchange 18
39. Monitor audits or inspections programs 19
40. Monitor cost reduction or zero defects programs 20
41. Monitor On-the-Job Training (OJT) programs 2
42, Orient newly-assigned personnel 22
43, Prepare accident reports 23
44, Pregare airmen performance reports (AF Forms 909
910, 911) 24
45, Prepare discrepancy reports 25
46, Prepare equipment requisitions 26
47. Prepare forms or publications requisitions 27
48, Prepare job or position descriptions 28
49. Prepare Notice of Annual Performance Ratings on
Civilian employees (AF Form 671) 29
50. Prepare or initiate airmen personnel actions, such
as AF Form 1098 30
51. Prepare or initiate civilian personnel actions,
such as promotions or reassignments 31
52. Prepare replies to inspe~.tions or audits
32
53. Prepare requests for drivers test -
54. Prepare requests for personnel or organizational
changes 34
—
(continued next page)
LACKLAND TC OFFICE OFCO:M‘ 216 ATC-I.ACKLAND AFB TEX
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JOB INVENTORY AFsC 611X0

(DUTY - TASK LIST) 6]_.2X0 PARE 7 £ 61 "AsEe
1. Check tasks you perform now ( \/) Check 'lél“! S'PJI':T
vreant Je
2. Add any tasks you do now which are not listed. . veoraiios X
. v Y MUCH .
3. In the "’ Time Spent’! column, rate checked \/) tasks on time spent in your present job. LOW AVERAQE.
{ 2. scLow avimae
9. SLIGUTYLY BE-
IF LOW AVERAGS.
DONE] 4. ABOUT AVERASE
. NTLY
oW [ QLo avenas
B. DIRECTING AND IMPLEMENTING (CONTINUED) e
ABOVE AVERASE
55. Prepare requests for transportation vehicles 35
56. Prepare tools or supplies requisitions 36
57. Prepare written justifications for amendments to or
renewals of contracts 37
58. Provide staff assistance to subordinate organizations 18
59. Retain or hire professional auctioneers 39
60. Schedule flow of accounting records or documen 40
61. Schedule leaves and passes 41
62. Supervise concessionaires, service stations, or
other exchange services activity 42
63. Supervise loading or unloading of property,
subsistence, or merchandise 43
64. Supervise military Administrative Specialists
or Supervisors, AFSC 70230, 70250, 70270 44
65. Sugervise military Apprentice Meatcutters, AFSC
61230 45
66. Supervise military Apprentice Supply Service
Specialists, AFSC 61130 46
67. Supervise military Materiel Facilities Specialists
or Supervisors, AFSC 64730, 64750, or 64770 47
68. Supervise military Meatcutters, AFSC 61250
~—h8 g
69. Supervise military Meat Processing Supervisors,
AFSC 61270 49
70, Supervise military Supply Services Specialists,
AFSC 61150 20
71. Supervise military Supply Services Supervisors,
AFSC 61170 S 5l
72. Supervise military truck drivers 59
_{continued pext page)

LACKLAND TC OFFICE o 216

an

ATCalL ACKLAND AFBR

TEX



2. Add any tasks you do now which are not listed.

3. In the ** Time Spent’’ column, rate checked ( \/) tasks on time spent in your present job.

JOB INVENTORY AFSC 611X0
(IDUTY - TASK LIST) 612X0 eagen 8 OF. §] FR4cEs
1. Check tasks you perform now |( V) Check| TIME SPENT

Current Job

v

1. vERY MuCK B8.
LOW AVERAGE.
ll. SELOW AvERAS
9. SLIGNTLY 8K

IF LOW AvERAGE
mNE 4. ABOVY AVERAGE
o ™y
NOW [* 2LtV veanse
B. DIRECTING AND IMPLEMENTING (CONTINUED) e
AB0OVE AVERASE
73, Supervise Military Vehicle Operators, AFSC
60330 or 60350 33
74, Supervise one or more laundry plant departments sS4
75. Supervise one or more linen exchange points 55
76. Supervise one or more sections in central meat plant 56
77. Supervise preparation, maintenance, or disposition
of files and records 57
78. Supervise warehouse or storage facilities 58
79. Verify audit trail of accountable transactions 59

NOTE: If any task you perform under this duty is not listed
write it on the blank page at the end of the booklet
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2.

Add any tasks you do now which are not listed.

3. In the '’ Time Spent’ column, rate checked ( \/) tasks on time spent in your present job.

JOB !NV ENTORY AFSc 611X0 ,

(DurvN- 'rent‘x aln 612)(6 pace 9 or 61 eaces

1. Check tasks you perform now ( V). Check| TIME SPENT
Current Job

v

1. VEAY MUCH BE.
LOW AVERASE,
B. BELOW AVERAS
5. BLIGHTLY BE-

IF LOW AVERAGE.
DON 4. ABOUT AVERAGE
N Yy
oW [ L
§. ABOVE AVERAQE
C. INSPECTING AND EVALUATING 7. VERY MucH
ABOVE AVEIRASE
1. Estimate cost of care and handling of excess property 6o
2. Evaluate and analyze workloads 61
3. Evaluate COPS and prepare Commissary Operating
Program, RCS: HAF C-28 62
4. Evaluate CSOPs and Prepare Clothing Sales Operating 63
Program, RCS: HAF C-28
5. Evaluate displays 64
6. Evaluate exchanges requests for exceptions to
activity and item limitations 65
7. Evaluate financial programs or budgets 66
8. Evaluate fire prevention practices : 67
9. Evaluate meatcutting or processing proceduras 68
10. Evaluate misappropriation precautions 69
11. Evaluate or prepare Analysis of Reports and
Program Progress, Clothing Division, RCS: AF-C160 70
12, Evaluate pilferage and breakage precautions
71
13, Evaluate pricing and markup procedures 72
14. Evaluate produce processing procedures 07:73
15. Evaluate property handling procedures 5
16. Evaluate quality of mortuary services 6
17. Evaluate reports, such as inspection, survey or 7
auditing
18. Evaluate requisitions or purchase orders 8

(continued next page)
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JOB INVENTORY AFsc O11%0

(DUTY - TASK LIST)

PAGE 10

OoF

61 Paces

1.
2.

Check tasks you perform 1ow ( \/)

Add any tasks you do now which are not listed.

3. In the ' Time Spent’’ column, rate checked ( \/) tasks on time spent in your present job.

Check

TIME SPENT
Current Job

c.

INSPECTING AND EVALUATING (CONTINUED)

IF

NOW

{ . eELew Avenaes]

DON 4. ABOUY AVERASE

1. VEAY MUCn BE-
LOW AVERAQE.

3. SLIGMTLY BK-
LOW AvERAGSE.

0. SLISHTLY
ABOVE AvEmAGE
0. ABOVE AVERAGE
7. VERY MUCH

ABOVE AVERAGE

19. Evaluate safety practices 9
20. Evaluate sanitation practices 10
21. Evaluate security practices 11
22. FEvaluate stock levels procedures 12
23. Evaluate suggestions or complaints 13
24, 1Inspect and record refrigerator temperatures 14
25. 1Inspect and road test exchange vehicles

(AKFES Form XA 3) 15
26. Inspect concessionaires activities 16
27. Inspect contract funeral homes 17
28, 1Inspect dry cleaning facilities 18
29. Inspect equipment for operation and maintenance 19
30. Inspect food service activities 20
31. 1Inspect food waste segregation at generating

activities 21
32. Inspect handtools or operating supplies 22
33, 1Inspect housing or billeting quarters 23
34, 1Inspcect human remains shipping or transfer cases 24
35. Inspect items in storage 25
36. Inspect laundry facilities 26

(continued next page)
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612X0 pace 11  or 61 races

JOB INVENTORY E2x00 1 TR0
(DUTY - TASK LIST) )
1. Check tasks you perform now ( V). Check| TIME SPENT
Current Job
2. Add any tasks you do now which are not listed.
1. vERY MUCH 08-
3. In the !’ Time Spent’’ column, rote checked (V) tasks on time spent in your present job. LOW AvERASE.
/ 2. stiow avenaeq
3. BLluTLY BE-
IF LOW AvERAGE.
DONEJ¢- Asev? avenast

8. SLIONTLY
NOW ABOVE AVERASE
6. AROVE AVERAGE

C. INSPECTING AND EVALUATING (CONTINUED) 7. vESY MuCH
ABOVE AVERASE
37. Inspect linen exchange points 27
38. Inspect personnel 28
39. Inspect records, reports, files, or books of account 29
40. 1Inspect retail departments of exchanges o
41. 1Inspect site exchange activities -
42. 1Inspect stain identification and prespotting process T
43, 1Inspect War Readiness Materiel (WRM) functions 13
44, Prepare and perform annual commissary
evaluations (AFR 145-20) 34
45, Prepare requents for inspections 35
46, Write invcstigations reports 36

—_——

NOTE: If any task you peiform under this duty is not listed
write it on the blank page at the end  of the booklet

AT ACKLAND AFB TENX
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Add any tasks you do now which are not listed.

3. Inthe "*Time Spent’ column, rote checked ( \/) tasks on time spent in your present job.

-
v AFSC gnm
p ot bl 612X0 pace 12 or 61 eaces
1. Check tasks you perform now (V). Check | TIME SPENT

Current Job

D'

CONDUCTING FORMAL AND JOB PROFICIENCY TRAINING

v

IF

DONE] 4. ASOUT AVERASE

NOW

1. vERY MUCH BR.

LOW AVERASE,
2. oELOW AvERask]
9. SLISNTLY 8E-

LOW AVERASE.

8. oLIenTLY
ABOVL AVEIRASE
0. ABOVE AVERAGE
7. VERY MuUCH
ASOVE AVERAGE

1.

Assign OJT trainers

37
2. Conduct customer relations training 18
3. Conduct formal OJT training sessions off the job 1
4, Conduct group training on the job -
5. Conduct individual training on the job o
6. Conduct resident technical course training -
7. Counsel airmen on career and educational opportunities e
8. Counsel individuals on training progress o
9. Evaluate course materials or training methods r
10, Evaluate individuals for specialty knowledge tests 2
(SKTs) 46
11. Evaluate Specialty Training Standards (STSs) .
12. Maintain training progress records, such as AF Form
623 48
13. Prepare, administer, or score tests 49
14, Prepare job proficiency guides (JPGs) o
15, Prepare lesson plans o
16. Prepare OJT programs for individual trainees 59
17. Rotate position assignments 53
18. Schedule training 54

(continued next page)

LACKLAND TC OFFICE Lt 216

ATCeoLACKLAND AFR TEX



JOB INVENTORY Arsc 611X0 13

(DUTY - TASK LIST) 612X0 eAck oFr 1 PAGES
1. Check tasks you perform now ( V. Check| TIME SPENT
Current Job

2. Add any tasks you do now which are not listed.

3. In the ** Time Spent’’ column, rate checked {( V) tasks on time spent in your present job. ‘:::'A.::::O:.
{ 2. pELOW AvERAGE]
; uTLY 08-
IF ; ::': u:n.:l.
DON 4. ABOUT AVERASE
D. CONDUCTING FORMAL AND JOB PROFICIENCY TRAINING NOw | ST e cnaet
(CONTINUED) 9. ABOYE AVERAGE

T. VEAY MUCH
ADOVE AVEAASK

19. Select individuals to attend resident technical

courses 55
20. Supervise career development course (CDC) training 56
21. Supervise personnel conducting OJT 57
22. Supervise resident technical course training 58
23. VWrite course training materials 59

NOTE: If any task you perform under this duty is not listed
write it on the blank page at the end of the booklet
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JOB INVENTORY

(DUTY - TASK LIST)

AFSc 611X0
612X0

PAGE

oF

14

PAGES

61

1. Check tasks you perform now | \/)
2. Add any tasks you do now which cre not listed.

3. In the ' Time Spent’’ column, rate checked ( \/) tasks on time spent in your present job.

Check

TIME SPENT
Cutrent Job

<

. VERY MUCH B8 -

. SELOW AVERAGH
L BLISHTLY BE-

LOW AVERASE.

Discrepancies (AF Form 51)

IF LOW AvERase
DONE 4. ASOVY AVERAGSE
. LY
Now . ::.O.V( :V!ﬂl.l
E. PERFORMING INVENTORY FUNCTIONS s
sp0VE AvIiRASL
1. Brief disinterested inventory teams
60
2. Inventory containers
3. Inventory decedent's personal property (AF Form 1122
and 1122a) 62
4, Inventory equipment, handtools, or vehicles 63
5. Inventory expendable supply items 64
6. Inventory fixed assets 65
7. Inventory furniture and accessories 66
8. Inventory human remains transfer or shipping cases 67
9. Inventory laundry work-in-process 68
10. Inventory linen exchange items 69
11. Inventory mone
y y 70
12, Inventory sales store stocks 1
13. Inventory warehouse stocks 29
14. Plan and schedule independent inventories 08:73
15. Post inventories to stock or other records 5
16. Prepare cards for mechanized inventories 6
17. Prepare Category II equipment allowance droppage 7
18, Prepare Certificate of Gains, Losses, and
8

LACKLAND TC OFFICE

FORM
oCT o
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JOB INVENTORY pgd
ouTY - TEt‘x LIsT) 612X0611xo

PAGE

15 or

61 Praces

1. Check tasks you perform now ( V)
2. Add any tasks you do now which are not listed.

3. In the '’ Time Spent'* column, rate checked | \/) tasks on time spent in your present job.

Check

TIME SPENT
Current Job

v

IF

NOW

DONE

1. vERY MUK 08
LOW AvERASE.
2. s ow Avgmaeg]

9. BLISHTLY B8
LOW AVERAGS.
6. ABOUT AvERASE
8. OLIGNTLY
ABOVE AVERNASE

E. PERFORMING INVENTORY FUNCTIONS (CONTINUED) e et
' AQOVE AVERASE
19. Prepare excess stock or property lists 9
20. Prepare inventory adjustment vouchers 10
21. Prepare inventory instructions, location charts,
or preinventory sheets 11
22. Prepare Reports of Survey on inventories (DD Form 12
200)
23. Prepare reports on monetary values of inveptories 13
24, Prepare requests for inventory teams or auditors 14
25. Supervise disinterested inventory teams 15
26. Verify or reconcile inventories 16

NOTE: £ 808 2%KnYPhePBIESE pander, thie duty de poc, Lipred

on” the page at the en e boo
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JOB INVENTORY Arac 611X0
(DUTY - TASK LIST) 612X8 pace 16 or 1 races
1. Check tasks you perform now ( \/) Check| TIME SPENT
Current Job
2. Add ony tasks you do now which are not listed.
1. VERY smucH 88
3. In the ‘’Time Spent’’ column, rate checked ( \/) tasks on time spent in your present job. LOW AvERagE.
f 2, BELOW AvERAGH
9. SLIGHTLY BE-
IF Low AvEAast
DONE 4. ABOUT AVERASE
. NTLY
Now X ::‘Q‘V( :vl.l.l
F. MAINTAINING EQUIPMENT, TOOLS, AND FACILITIES e
AB0OVE AVERASE
1. Clean and adjust scales 17
2. Clean display cases, furniture, or fixtures 18
3. Clean or repair human remains transfer cases 19
4. Lubricate excess equipment 20
5. Maintain handtools 7N
6. Paint equipment 22
7. Perform minor repairs on vehicles or trucks 23
8. Perform routine preventive maintenance on food
preparation equipment 24
9. Perform routine preventive maintenance on Materials
Handling Equipment (MHE) 25
10. Perform routine preventive maintenance on meat
processing equipment 26
11. Prepare or post signs and posters 27
12. Prepare requests for equipment maintenance o8
13. Prepare request for vermin or rodent exterminations o
14, Prepare unsatisfactory reports on equipment or
supplies 30
15. Prepare USAF Excess and Surplus Turn-In Documents
(AF Form 695-7) on excess property or waste materials 31
16. Prepare work orders for buildings maintenance
32
17. Repair pallets and skid platforms %
18. Schedule maintenance of grounds or buildings 34
(continued next page)
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2. Add any tesks you do now which ere not listed.

3. In the ** Time Spent’’ column, rate checked ( \/) tasks on time spent in your present job.

AFSC
’.gfflwf!.!jgﬁ BLILE pace 17 of 61 maces
1. Check tasks you petform now V) Check| TIME SPENT

Current Job

IF

=3

MAINTAINING EQUIPMENT, TOOLS, AND FACILITIES

DONEF;
NCwW

e

. YERY MUCKH B88-

. BELOW AVERAGT

, GLISNTLY

. VERY mMuctH

LOW AVERASE,

OLIGnTLY BE-
LOW AvVERASE
ABOUY AVERASE

ABOVE AVERASK
ABQVYE AVERAJL

(CONTINUED) ssove Avenast
19. Scrub walls and ceilings 35
20. Sweep, vacuum, scrub, or buff floors 36
21, Wash and wax trucks or vehicles 37

NOTE: If any task you perform under this duty is not listed
write it on the blank page at the end of the booklet
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JOB INVENTORY arsc  611X0
(DUTY - TASK LIST) 612X0

PAGE

18 oFf

61 PAGES

1.
2.

Check tasks you perform now ( V).

Add any tasks you do now which are not listed.

3. In the " Time Spent’’ column, rate checked { \/) tasks on time spent in your present job.

Check

TIME SPENT
Current Job

S

. VERY MUCH BE.

LOW AvERASE.

. BELOW AVERASE

L BLIBMTLY O
IF LOW AvERASE
DONE] 4. ADOUT AVEIRAST
g LY
oW [ e e
G. REC. .ING AND DISBURSING CASH o, SSTORIpRang
ABOVE AVERASE
1. Approve personal checks 18
2. Change safe combinations 39
3. Clear cash registers and withdraw cash for deposits :
0
4. Collect dishonored checks or delinquent accounts
41
5. Collect money for laundry or dry cleaning services o
6. Collect money for surplus property sales 43
7. Collect reimbursements for mortuary services 4
8. Collect service charges for housing or quarters 45
9. Count change funds 46
10. Deliver cash receipts and backup records to laundry
plant 47
11, Deposit cash receipts or reimbursable funds 48
12. Disburse cash for purchases 49
13, Issue change funds to cashiers 50
14, Maintain petty cash funds 5
15. Operate cash registers 59
16. Prepare and sign pay vouchers =
17. Prepare Cash Collection-Reconciliation and
Receipt (AF Form 331) 54
18. Prepare Cash Collection Vouchers (DD Form 1131)
35

(continued next page)
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2. Add any tasks you do now which are not listed.

3. In the " Time Spent’’ column, rate checked (\/) tasks on time spent in your present job.

l v AFSC
o TRy 612x87 %0 | raee 19 or gy eaces
1. Check tasks you perform now | V) Check| TIME SPENT

Current Job

. VERY MUlH BE

LOW AVERASE,

. BELOW AVERAST

L BLIGMTLY B8
IF LOW Avenase.
BN sty
ABOVE AVERASE
G. RECEIVING AND DISBURSING CASH (CONTINUED) ot e T
ABOVE AVEARAST
19. Prepare Cashiers Credit Slips (AF Form 461) -
20. Prepare cash receipts vouchers -
21. Prepare cash register adjustment vouchers 58
22, Prepare Cash Report-Site Exchange Activity
(AAFES Form XF-203) 59
23, Prepare Cash Sale Refund Certificates (AF Form 664)
60
24, Prepare consolidated financial reports
61
25. Prepare consolidated summary of cash receipts
62
26. Prepare or verify daily summary of cash receipts
63
27. Prepare reports of deposits
64
28. Prepare requests for changes in safe combinations
65
29. Read and record readings on concession cash registers
_66
30. Safeguard cash receipts and change funds
67
31. Verify and sign change fund receipts
68
32, Verify authority of personnel to enter money area
69
33, Verify surcharge totals against sales totals 0

NOTE: 1If any task you perform under this duty is not listed

write it on the blank page at the end of the booklet
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2. Add any tasks you do

now which are not listed.

3. Inthe " Time Spent’ column, rate checked ( \/) tasks on time spent in your present job.

JOB INVENTORY Arsc B11X0
{DUTY - TASK LIST) 612X0 race 20 of 61 Paces
1. Check tasks you perform now ( V). Check| TIME SPENT

Current Job

<

IF

H. PERFORMING ADMINISTRATIVE FUNCTIONS

NOW

- &

- YEAY MUCH 8.

. BELOW AVERASE
L BLISNTLY BC-

DONE[¢:

L ABQVE AVERAGE
. VERY MucwH

LOW AVERASE.

LOW AVERASE
ABOUT AVEIRAGEK
SLIGHTYLY
ABOVE AVERAGE

ABOVE AVERASE

1. Dispose of records or reports (AFM 181-5)

71
2. Issue administrative supplies 72
3. Maintain and review authorized signature cards 09:73
4. Maintain correspondence files 5
5. Maintain current file on exchange services activities,
such as agreements and insurance 6
6. Maintain dishonored checks lists . 7
7. Mgégge}giggfectiveness files on exchange services .
8. Maintain equipment records or reports files 9
9. Maintain facility planning files 19
10. Maintain food allowances issues or ration files 11
11. Maintain food handlers or health certificates files 12
12. Maintain inspection suspense files 13
13. Maintain inventory files 14
14. Maintain operating equipment inspection records el
15. Maintain publications files 16
16. Post price lists 17
17. Prepare duty rosters 18
18. Prepare MILSTRIP requisitions 19

(continued next page)
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JOB INVENTORY LACHN 23 2R N

21 or 6l paces

(DUTY - TASK LIST) 612X0
1. Check tasks you perform now { V). Check| TIME SPENT
Current Job
2. Add any tasks you do now which are not listed.
9, VERY MUCH BE-
3. In the ' Time Spent’’ column, rate checked ( \/) tasks on time spent in your present fob. Low AvERASE.
{ r. riLow avemsad
9. BLIZaTLY B8
IF LOW AvERASS.
DONE] 4. ADOVT AvERASE
. ONTLY
NOW X ::‘.Vl. :vllﬂ.l
@. ADOVE AVERASE
H. PERFORMING ADMINISTRATIVE FUNCTIONS (CONTINUED) Favear. Mucn
) ABOVE AVENASE
19. Prepare Non-MILSTRIP requisitions
20
20. Prepare payroll checks 5
21. Prepare price lists of unmarked items for cashiers
22
22. Prepare price lists or price list worksheets
23
23. Prepare reports on sanicary, security, or salfety
conditions 24
24, Prepare requests for legal assistance
25
25. Prepare requests for printing
26
26. Prepare requests for purchases
27
27. Prepare time and attendance or other civilian
perscnunel records 28
28. Schedule health examinations -
29
29, Type correspondence, forms, or reports
30
30. Verify customer's authority to purchase
31
31. Write correspondence, reports, or messages
32
]
NOTE: If any task you perform under this du s pot listed
writz it onythepbian page at the ensyo% tﬂe booiiet
At e  aCKLAND AFB TEX
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B11X0

AFSC

2. Add any tasks you do now which are not listed.

3. In the ** Time Spent'’ column, rate checked ( \/) tasks on time spent in your present job.

Ry o im0 e 2w o e
1. Check tasks you perform now ( V) Check| TIME SPENT
Cutrent Job

I.

RECEIVING AND STORING STOCKS AND PROPERTY

v

IF

DONE
NOwW

1. vERY MUCKH OR-
LOW £viRASE.
3. BELOW AvERAST]
9. SLISHTLY BE-
LOW AVERASE.
6. ABOVUY AvEMaSE
8. OLISKTLY
ABOVL AVERASE
6. ABOVE AVERAGE
7. VERY MUCH
ABOVE AVERASK

1. Bail scrap metals, rags, or papers 33
2. Build storage racks or ground supports o
3. Classify property 35
4. Compute tolerance allowances 16
5. Condemn clothing items 17
6. Coordinate shipment rejections or acceptances
with procurement officer 38
. Correct errors in receiving reports 39
8. Demilitarize progerty, such as 1lift rafts, parachutes,
and outer clothing 40
9. Determine special protection requirements for stored
items 41
10. Dispose of rubbish materials 42
11. Establish storage rotation cycles 5
12, 1Identify items containing precious or critical metals "
13, Identify metals 45
14. Inspect incoming stocks or property for identity,
quantity, and condition . 46
i
15. Load or unload stocks or property ) 47
16. Mark cases or containers 48
17. Mark, tag, or label excess property received 49
18. Pack items requiring special storage 50
)
(continued next page)
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~ JOB INVENTORY aFsc BY1X0

(DUTY - TASK LIST) 612X0

PAGE

23 orF

61 paces

1. Check tasks you perform now ( \/)
2. Add any tasks you do now which are not listed.

3. In the '*Time Spent’’ column, rate checked { \/) tasks on time spent in your present job.

Check

TIME SPENT
Currant Job

v

IF

DONE]
NOW

1. VERY MuUCH BE-

LOW AVERAGE.
1. 0ELOW AVERAS
3. BLISNTLY BE-

LOW AVERAGE.
4. AQOUT AVERASE
5. SLISUTLY
ABOVE AVEIRAGE
6. ABOVE AVERAGE
7. VERY MUCH

I. RECEIVING AND STORING STOCKS AND PROPERTY (CONTINUED) A00VE AVERA L
19. ~ Palletize items for storage 51
20. Perform chemical or spectographic analyses of
metals 52
21. Prepare receiving reports -
22. Prepare Reports of Damaged or Improper Shipments
(DD Form 6) 54
23. Prepare requests for cleaning or repair of clothing
received 55
24. Prepare requests for metal analyses 56
25. Prepare requescs for repair costs on excess property
received ) 57
26. Price and date food items 58
27. Pull and price mark subsistence for resale store T
28. Receive and record turn-ins to commissary o
29. Remove spoiled items from storage 61
30. Repack opened cases or containers o
31. Rotate stored items
63
32, Segregate scra salvage, and waste
greg P, 8 64 |
33. Shred waste paper products e
34. Store stocks or property in warehouse or backup storage
66
35. Test-weigh perishable items
62
36, Treat 1items to prevent mildew, fungus. or moth damage
A8 |

(continued next page)
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AFSC
it e 612x0°1 1% e s N 0 NG (IR0 s

1. Check tasks you perform now | \/) Check | TIME SPENT

Current Job
2. Add any tasks you do now which are not listed.

\/ .VERY MUCH BE-
). In the " Time Spent'' column, rate checked ( ) tasks on time spent in your present job. LOW AvERAGEL.

] sCLow avemaet

OLIGNTLY BE-

IF LOwW AvERAGE

mNE 4. ASOUY AVEIRAGE

Now 1 ::L‘V"( ::(llol

6. ABOVE AVENASE

I. RECEIVING AND STORING STOCKS AND PROPERTY (CONTINUED) R sovnshennat
37. Weigh and mark or tag carcass meats -
38. Weigh excess property received -
39. Weigh incoming exchange food shipments 1

NOTE: If any task you perform under this duty is not listed
write it on the blank page at the end of the booklet
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LACKLAND TC OFFICE oLl 216

JOB INVENTORY AFsC  611X0 25
(DUTY - TASK LIST) 612x0 RACE O 61 AGES
1. Check tasks you perform now { \/) Check| TIME SPENT
Current Job
2. Add any tasks you do now which are not listed.
1. vERY MyucCx 8C-
3. Inthe ' Time Spent’’ column, rate checked ( \/) tasks on time spent in your present job. LOW AvERASE.
{ 1. 8CLOW AVERASE
. SLIGHTLY BE-
IF LOW AvERASE
DONE“‘""' AVERAGE
NOW §.0LIONTLY
VE AVERAJEL
J. ISSUING, TRANSFERRING, AND DELIVERING STOCKS AND o
PROPERTY 7. VEAY MUCH
ABOVE AVERAGE
1. Complete and sign Subsistence Requests (AF Form 287) 72
2. Compute monetary values of turr-ins 10:73
Deliver or transport property 5
4. Deliver or transport subsistence or merchandise 6
5. TIssue safety equipment 7
=6. Issue test samples to veterinarians 8
7. Maintain abstracts of items transferred or issued
(DD Form 743) 9
8. Open and inspect sealed containers 10
9. Pack, wrap, and label stock or property shipments 0l
10. Prepare Abstract of Reimbursable Sales/Issues
(AF Form 363) AT L
11. Prepare DOD Single Line Item Release/Receipt
Documents on shipments €DD Form 1348-1) 13
12. Prepare Requests for Issues or Turn-Ins (DD Form
1150) 14
13. Prepare Tally-In-Out (AF Form 129) for transfers,
issues, or turn-ins 15
14, Prepare Transfer Voucher on Issues/Returns
(AAFES Form XF-6) 16
15. Reconcile Abstract of Reimbursable Sales/Issues
with Statements of Account (AT Form 1329) 17
16. Schedule dates for subsistence issues and requests 18
17. Verify issue transactions 19
NOTE: If any task you perform under this duty is not listed
write it on the blank page at the end of the booklet
ATC e, &CALANT AF R YE



JOB INVENTORY AFsC  611X0 2

(DUTY - TABK LIST) 612X0 GAEE of Ol EacEs

1. Check tasks you perform now ( \/) Check] TIME SPENT

Current Job
2. Add any tasks you do now which are not listed.

1. VEAY mulH BE-

3. In the " Time Spent'* column, rate checked { V) tasks on time spent in your present job. Cow AVEALeE.
J 2. scLow avenasy
. sLieuvLy BE-
IF LOW AvERASE
DONE|S: Asour avenase
5. sLisuTLY
Now ABOVL AVERAGL
8 ASQVE AVIRAGE

SPECIAL INSTRUCTIONS FOR SECTION K 7. VERY MUCH

AsovE AvEaage

SECTION K CONTAINS TASKS PERFORMED BY PERSONNEL WHO WORK IN

CENTRAL MEAT PROCESSING PLANTS. (F YOU ALSO PERFORM COMMISSARY

MEAT MARKET TASKS, TURN TO PAGE 32. AFTER CHECKING THE TASKS

YOU PERFORM, TURN TO THE INSTRUCTIONS IN FRONT OF BOOKLET AND

ACCOMPLISH PARAGRAPHS 6 AND 7. ]IF YOU DO NOT WORK IN A CENTRAL

MEAT PLANT, TURN TO PAGE 29.

LACKLAND Tc °FF|CE LT 2“ ATC.LACKLAND AFB TEX

oCT o0



JOB INVENTORY E1oxB11X0 pace

(DUTY - TASK LIST)

27

or 61 PaceEs

1. Check tasks you perform now { V) Check| TIME SPENT
Current Job
2. Add ony tasks you do now which are not listed.
1. VERY MUCH 08
3. In the " Time Spent’’ column, rate checked ( \/) tasks on time spent in your present job. LOW AVERASE.
/ 2. agLOow AvERasq]
9. BLIGNTLY BC-
IF LOW AVERASE.
L4 DONE]¢: AsovT AVERASE
oW [* St b enne
sov
K. PERFORMING CENTRAL MEAT PROCESSING FACILITY FUNCTIONS 6. ABOVE AveRaGE
A AY MUCH
? ::o:l Auvlllll
1. Adjust saws for individual portion controlled servings 20
2. Compute authorized monetary allowances for issues
to dining halls 21
3. Compute edible meat yields and losses 29
4, Coordinate laundry of frocks with linen exchange or
supply 23
5. Count and weigh individual servings issued to dining
halls 24
6. Cut bones for soup stocks or gravies 25
7. Cut whole carcasses of beef, veal, pork, or lamb .
2
8. Deliver block ice to food service facilities 27
9. Grind meat 28
10. TIdentify and process primal cuts into roasti steaks,
chops, stew, or ground meats for dining halls 29
11. 1Issue rendered fats to dining halls =
12. Line pans with paper o
13. Pack and store rendered fats )
- 32
14. Prepare daily control processing sheets | 13
15. Prepare monthly plant orerations reports 3
16. Process poultry for dining hall issues
— 35
17. Process variety meats, such as livers -
18. Receive and deliver subsistence supplies to food service
facilities 37
(continued next page)
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JOB INVENTORY

{OUTY - TASK | "3T)

AFSC 611X0
612X0

PAGE

28 ofr 61 PAGES

1.
2.

Check tasks you perform now V)

Add any tasks you do now which are not listed.

3. In the * Time Spent’’ column, rate checked ( “) tasks on time spent In your present job.

Cheeck | TIME SPENT
Current Job

1. ¢CAY MuUlK oL
LOW AVERASE.
sLLOwW AvEmasg
sSLIGMTLY OF-

v

IF LOW AVERASE
DONE 4. ABOUT AVERAGE
. nontTLY

NOwW ¢ ::ou' AVERAGE

K. PERFORMING CENTRAL MEAT PROCESSING FACILITY FUNCTIONS : ::::!u::?‘“
(CONTINUED) .A.ovt AYE®AGL

19. Render fats 38
20, Schedule daily production for meat issues 39

S

21. Slice bacon 40
22, Slice hams, shoulders, butts, or loins 41
23. Wash pans 42
24. Weligh and dispose of salvahle scraps or bones 43
25. Weigh and tag rendered fats 44
26. Weigh, tag, and store processed meats 45

P Lt I,

NOTE: If any task you perform under this duty is not listed
writz it onythepblank page at the endyof the booklet

LACKLAND TCOFFICE  ronv 216
oCT o

ATC.L .CKLAND AFB TEX



JOB INVENTORY AT o 611X0 PAGE 29 ©oF g] PacEs

(OUTY - TASK LIST) 612X0

1. Check tasks you perform now ( V). Chock| TIME SPENT
Current Job

2. Add any tasks you do now which are not listed.
. VERY MUK BR-

3. In the '*Time Spent'’ column, rate checked ( V) tasks on time spent in your present job. ( LOW AvERASL.

3. sELOW Avllll&
9. SLISHTLY BE-
IF LOW AVERASE
DONE] 4. ABOUT AVERAGE
§ SLISNTLY
NOwW ABOVC AvERASE
. ABQVE AVERAGE
. VERY MUCH
ABOVE AVERAGE

-~ &

SPECIAL INSTRUCTIONS FOR SECTION L

SECTION L CONTAINS TASKS PERFORMED BY PERSONNEL WHO WORK

IN REDISTRIBUTION AND MARKETING (R&M). IF YOU ARE ASSIGNED

R&M TASKS, COMPLETE SECTION L. THEN TURN TO INSTRUCTIONS IN

FRONT OF BOOKLET AND ACCOMPLISH PARAGRAPHS 6 AND 7. IF YOU ARE

NOT ASSIGNED TO R&M, TURN TO PAGE 32. !

< JRSR—

i
|

avr, ACK_AND AFE &
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AFSC

JOB INVENTORY 612X

{DUTY - TASK LIST)

8]1X0

PAGE

30

61 PAGES

1.
2

Check tasks you perform now { V).

Add any tasks you do now which are not listea.

3. In the '* Time Spent’’ column, rate checked ( \/) tasks on time apent in your present job.

TIME SPENT
Current Job

1. vERY MUCH OE-
LOW AVERAST
2. et 0w Avenasd
3. BLIGNTLY BE-
LOW AVERASE
6. ABOUY AVERAGE
8. 0LIONTLY
AQOVE AvRAAGE
. ABOVE AVERAGL

L. REDISTRIBUTING AND MARKETING EXCESS AND SURPLUS e~
PROPERTY ' ABNVE AVEAAGE
1. Arrange for reclamation or demilitarization of
excess aircraft or missiles 46
2. Conduct spot bid sales 47
3. Determine time required for screening excess property 48
4., Edit USAF Excess and Surplus Turn-In Documents upon
receipt of property (AF Form 695-7) 49
5. Enter property locations in Section V, AF Form 695-7 50
6, Enter redistribution actions in Section IV, AF Form
695-7 51
7. Establish inspection periods for purchasers =
8. Insgect property and complete Section II, AF Form =
695-7 53
9. Locate and describe property for individual buyers "
10. Maintain bidders or debarred bidders lists 5
11. Maintain class and item files 56
12. Maintain completed files -
13. Maintain donation suspense files =
14, Maintain reportable property records and files
59|
15. Prepare and maintain document registers 60
16. Prepare consolidated scrap and waste records or reports el
17. Pregare Excess and Surplus Inventory Data reports
(AF Form 362) 62
18. Pregare Excess and Surplus Property Records (AF Form
274) 63

(continued next page)
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JOB INVENTORY Lt (N

{DUTY - TASK LIST) 612X0 31 or 61 Paces
1. Check tasks you perform now ( V). Check| TIME SPENT
Current Job
2. Add any tasks you do now which are not listed.
1. vERY MutH OE-
3. In the * Time Spent’’ column, rate checked ( \/)tuh on time spent in your present fob. Low avEnaes.
{ 2, SELOW AVERAS
9. SLiGuTLY BE-
IF LOW AVERASE.
DONE]} 6. 2BOVUT AVERASE
NOw [* S0 trennee
L. REDISTRIBUTING AND MARKETING EXCESS AND SURPLUS 6. asove avenase
PROPERTY (CONTINUED) " eeve avease
19, Pigggge Excess Property List Followups (AF Form 64
20. Prepare invitations to visit disposal activities 65
21. Prepare Report of Excess Personal Property records
(SF_120) 66
22. Prepare Requisition and Invoice Documents (DD Form 114%) A
7
23. Prepare schedules for removal of property 68
24, Prepare Scrap and Waste Records (AF Form 486) 69
25, Prepare Scrap and Waste Data Reports ‘AF Form 488) 20
26. Screen reportable property lists 71
27. Verify eligibility of spot bidders 79
28. Verify Health, Education, and Welfare reports =5
(SF Form 123} 11:73
29, Verify or approve applications for donations
5
[}
|
g —
|

NOTE: Tf any task vou perform under this dutv is ﬂot liﬁied

write it on the blank page at the end of the booklet

LACKLAND TC OFFICE  ro~~ 216
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728 WVERTORY o 0 | e 3 w61 o
1. Chuck tasks you perform now ( V). Chock| TIME SPENT

Current Job

2. Add any tasks you do now which are not listed.

-

.VEAY MUCH BE-

3. Inthe " Time Spent’* column, rate checked ( V) tasks on time spent in your present fob. LOW AvERASE
l . st ow avenasd

sLIeHTLY BE-

IF LOW AVERASE
DONE] 4. ABOUT AVERAGL

oLIsHTLY

NOW ™ \gove svemast
ASOVE AVERAGK
LVERY MUCH
ABOVE AvEIRASE

SPECIAL INSTRUCTIONS FOR SECTIONS M AND N

-~ e

SECTICNS M AND N CONTAIN TASKS PERFORMED BY COMMISSARY

SALES PERSONNEL. IF YOU PERFORM COMMISSARY TASKS, CHECK

THEM IN SECTIONS M AND N. THEN TURN TO THE INSTRUCTIONS IN

FRONT OF BOOKLET AND ACCOMPLISH PARAGRAPHS 6 AND 7. IF YOU

DO NOT PERFORM COMMISSARY TASKS, TURN TO PAGE 37,

LACKL“D TC OFFICE FORM 2" ATC - ACKLAND AFB TEX
OCT o0
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JOB INVENTORY AERE
(DUTY - TASK LIST) 612X0 GLIXY SLGE 33 oF 61 rPaces
1. Cho‘ck tasks you perform now ( V) Check| TIME SPENT
2. Add any tasks you do now which are not listed. Curren Jou
3. Inthe * Time Spent’’ column, rate checked ( \/) tasks on time spent in your present job. ‘:::"u":::':‘
{ 2. BELOW AVERASE
9. SLIGMTLY BE-
IF LOW AvERASE
DONE] 4. ABOUT AVEAAGE
g nrLY
NOwW ' ::'o.u :vuul
M. PERFORMING COMMISSARY MANAGEMENT FUNCTIONS :j:ﬁﬂ;::”‘
A80VE AVERAST
1. Assign or cancel voucher numbers 6
2. Compute consumption data 7
3. Compute gains or losses for grocery department 8
4. Compute gains or losses for meat department 9
5. Compute gains or losses for produce department 0
6. Compute gains or losses for warehouse division 5]
7. Compute monetary value of daily food allowances 0
8. Compute monetary value of food cost index r
9. Compute resale requirements 14
10. Compute troop feeding requirements =
11. Conduct on-site produce purchases 7
12, Coordinate laundry services with contractors I
13. Coordinate master menu revisions with food service 18
14. Establish resale prices on goverhment:Baked bakery
products e ) 19
15. Maintain Commissary Distribution Journal and Control
Record (AF Form 1230) 20
16. Maintain Controlled Multiple Address Letters (CMAL)
__ I ~ 21
17. Maintain Purchase Request Register (AF Form 460)
T R 22
18. Maintain requisitions due-in files
L 23
(continued next page)
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AFSC

611X0
£12X0

JOB INVENTORY

PAGE
(DUTY - TASK LIST)

34

OF

61

PAGES

1. Check tasks you perform now ( \/)
2. Add any tasks you do now which are not listed.

3. In the " Time Spent'* column, rate checked ( \/) tasks on time spent in your present job.

Check

TIME SPENT
Current Job

IF

NOW

1. VEAY MUCH BE-

LOW AVERASE,

3. 0ELOW AVERASE
9. SLISUYLY BE-

LOW AvERASE

DONE! 4. ABBUT AVERASE
8. SLISNTLY

ABOVE AVERAGSE

§. ADQVE AVERAJL
7. VERY MUCH

M. PERFORMING COMMISSARY MANAGEMENT FUNCTIONS AovE AvEmase
(CONTINUED)
19. Maintain Subsistence Consumption Record (AF Form
1331) 24
20. Maintain supply bulletins o
21. Prepare or maintain War Readiness Materiel (WRM)
records 26
22. Prepare purchase descriptions for equipment 27
23. Prepare quarterly Commissary Operating Statements
(AF Form 1011) 28
24. Prepare requisitions followup cards or tracer
docum:nts 29
25. Prepar¢ Subsistence Requests (AF Form 287) o0
26. Prepare summaries of daily menus (Recap)
31
27. Prepare Unsatisfactory Material Report (Subsistence)
(DD Form 1608) 32
28. Prepare Weekly Record of Operation on Meats (AF
Form 603) e e 33
29. Prepare Weekly Record of Operation on produce
(AF Form 603 34
30. Process United States Department of Agriculture (USDA)
inspection certificates 35
31. Verify food allowances computatiors 36

NOTE: If any task you perform under this duty is not listed

write it on the blank page at the end of the booklet

LACKLAND TC OFFICE
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JOB INVENTORY ;"‘ 611x0 Pace 35 or 61 eaces

(DUTY - TASK LIST)

1. Check tasks you perform now ( \/) Check| TIME SPENT
Current Job

2. Add any tasks you do now which are not listed.
1. VERY Muln BE-

3. In the " Time Spent’’ column, rate checked { \/) tasks on time spent in your present job. LOW AVERAQE.
‘/ 2. sELOW Avtnoq

9. sLIGuTLY B8

L LOW AVERAGE.

DONE]¢: Asout avemase
9. SLIGNTLY

NOW [™ [yove avenaer

8. ABOVE AvERASE

N. OPERATING COMMISSARY SALES STORE 7. vERY mucw

A80VE AVERASE

1. Analyze ground beef for fat content 37
2. Check and identify rewrapped items 18
3. Check and rotate sales store stocks 19
4, Compute selling prices on meat and meat products 40
5. Compute selling prices on processed produce 41
6. Coordinate distribution of sample products with 42

medical authorities
7. Coordinate issues or transfer of fat trimmings with

food service activities 43

8. Correct errors in check-out prices 4t

9. Cut primal meat cuts into retail cuts 45

10. TIdentify fat and meat trimmings T

11. Identify, label price, and weigh retail meat cuts
using packaging machine 47

12. Plan and conduct meat cutting tests

48
13. Plan and conduct produce processing tests 49
14, Prepare adding machine tapes on coupons 50
15. Prepare invoices on salvable meat or waste items 51
16. Prepare luncheon meats and cheeses for r;;;Ie 52
17. Prepare poultry for resale o 1
18. Prepare Processed Item Test records (AF Form 400) 54

{continued next page)
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AFaC

2. Add any tesks you do new which ere not listed.

3. In the ** Time Spent’’ celumn, rete checked { V) tesks on time spent in your present job.

VENT
‘.?uir:". TE!.( gsx 612X0611xo PAGE, 36 ofF 61 PacGEs
1. Check taaks yeu perform new { V') Check| TIME SPENT

Current Job

v

IF

N.

OPERATING COMMISSARY SALES STORE (CONTINUED)

DONH]
NOW

1. VERY MuUCH BE-
LOW AVERASE.
2. oTLOW Avt.uﬁ
9. SLIGNTLY BE-
LOW AVERASE
6. ABOUT AvVERAGE
§. SLIGNTLY
ADOVE AVERAGE
§. ABQVE AVERAGL
7 VERY mMUCH
ABOVE AVERASE

19. Price mark sales store stocks 55
20. Record freezer orders 56
21. Reprocess cut meats 57
22. Reprocess vwrapped produce 58
23. Review and approve issue requests from organizations 59
24, Select meat for special sales 60
25. Select produce for special sales 61
26. Select wrapping materials 62
27. Stock grocery shelves 63
28, Tri;n and tray retail meat cuts 64
29. Trim bulk produce _ 65
30. Weigh, price, and label packaged produce 66
31. Wrap and seal retail meat cuts 67
32. Wrap or package bulk produce 68
NOTE: Ifrlny task you perform under this duty is not list::
—write it on the blank page at the end of rhe hookl

LACKLAND TC OFFICE

2%

rFOoRM
arY ae

ATCoLACKLAND AFBR TEX



JOB INVENTORY aFrc BIIX0

(DUTY - TASK LIST) 612X0 past 37 oF 61 easks

1. Check tasks you perform now ( V). Check| TIME SPENT

Current Job
2. Add any tasks you do now which are not listed.

1. vERY MuCH BE-
3. Inthe " Time Spent’’ column, rote checked ( \/) tasks on time spent in your present job. LOw AVERASE.

/ 2. st ow avemasd]

5. SLIGuTLY BE-

IF LOW AVERASE.

DONEJ#S: Asour avenase

8. SLISNTLY

Now ABOVE AVERAGE

8. ABOvE AvERAGE

SPECTAL INSTRUCTIONS FOR SECTION O D awns Hhase

SECTION O CONTAINS TASKS PERFORMED BY CLOTHING SALES PERSONNEL,

IF YOU ARE IN CLOTHING SALES, CHECK YOUR TASKS IN SECTION 0.

THEN TURN TO THE INSTRUCTIONS IN FRONT OF BOOKLET AND ACCOM-

PLISH PARAGRAPHS 6 AND 7. IF YOU DO NOT WORK IN CLOTHING

SALES, TURN TO PAGE 40.

S S . -

LACKLAND TC OFFICE  romv 216 AT Crdneare e
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JOB INVENTORY

(DUTY - TASK LIST)

AFSC xo
612)(811

PAGE 38

OoF

61 Praces

1. Check tasks you perform now { V)
2. Add any tasks you do now which are not listed.

3. In the " Time Spent’’ column, rate checked ( \/) tasks on time spent in your present job.

Check

TIME SPENT
Current Job

0. OPERATING CLGTHING SALES STORE

IF
DONE]
NOW

. VERY MUCH 08
LOW AVERASE.
stLow Avlll.lﬂ

. SLISUTLY BE.

LOW AvVERAGE.

ABOUY Avimaet

SOLIGNTLY
ABOVE AvVERASEK

6. ASOVE AVERAQL

7. VERY MUK

ABOVE AVERASE

1. Assign priority to requisi:ions
69
2. Classify exchange garments
— 10
3. Compare financial records with Clothing Sa.. . 'tore
Operating Program (CSOP) 7
4, Complete clothing request and receipt on original
issues (Lackland Training Center Form 68 or 69) 72
5. Compute reorder points
12:73
6. Counsel purchasers on authorized or required garments
and fittings 5
7. Dress and display mannequins
_— 6
8. Initiate followup actions on requisitions
= 7
9., Maintain Document Register (AF Form 1531)
8
10. Maintain Federal Supply Catalog
- ]
11. Maintain followup action on special requisitions 10
12. Maintain informal records on Test Service Garments 11
13. Maintain Supply Document Register (AF Form 36) s
14. Measure custoners for alterations and special
measurement clothing items 13
15. Measure customers for standard stock or special
measurement footwear 14
16. Prepare certificates of nonavailability of clothing
(AF_Form 1456) . 15
17. Prepare Cloth}ng Request and Receipt records
(AF Form 656 16
18. Prepare Detail Billing Card reports on excess
quantities (DD Form 1348m- 17

(continued next page)
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2.

Add any tasks you do now which are not listed.

3. In the " Time Spent’’ column, rate checked ( \/) tasks on time spent in your present job.

JOB INVENTORY AFsc
(DUTY - TASK LIST) 612X0 611X0 race3d oF 61 Paces
1. Check tasks you perform now { V). Check| TIME SPENT
Current Job

0.

a

OPERATING CLOTHING SALES STORE (CONTINUED)

-

S

NOW

. VERY MUCn B8

i 148 L) lvl.lllﬂ

DONE]J¢

..
7.

LOW AVERASE.

SLIGHTLY BE-
LOW AVERASE.
ABQUYT AVERALE
SLITNTLY
ABOVE AvERASE
ABQVE AVERAGK
VERY MUCH
ABOVE AVEAASEK

19. Prepare DOD Single Line Item Reguisition System
Documents (DD Form 1348 or 1348m) 18
20. Prepare Record of Daily Sales (AF Form 663) s
21. Prepare requests for cost estimates on repairs or
alterations 20
22, Prepare requisitions for special measurement female
clothing (DD Form 1111) 21
23. Prepare requisitions for special measurement
footwear (DD Form 150) 22
24, Prepave requisition work sheets or punch card
transcripts 23
25. Reconcile outstanding requisitions with Defense
Personnel Support Center (DPSC) 2¢4
26. Reconcile store records with stock fund accountant
records . 25
27. Repack clothing for storage
26
28. Request or receive and interpret shipping and
supply status from DPSC e 27
29, Sell clothing
—- - 28
30. Stock shelves or racks in sales store
29
31, Transmit or submit requisitions by transceiver
30
32, Verify accounting and finance certificates
= 31
33. Verify and correct sales document errors
32
34. Void cash sales slips -
35. Weigh personnel - T 7

NOTE: If any task you perform under thi;—auty is not listed

write it on the blank page at the end of the booklet
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arsc  611X0
R O 612X0 b0 B o
1. Check tarks you perform now ( V). Check Tc":'e.:"i:'
2. Add any tasks you do now which are not listed. 1. VERY MuCK B8
3. In the " Time Spent’ column, rate checked ( V)tc-h on time spent in your present job. w " :::'.:':::::w
3. sLieuTLY BE-
iF LOW AVERASE.
pon. DONE]| 4. ABOVT AVERAGE
. MYLY
Now 3 ::'O.Vl AVERASL
SPECIAL INSTRUCTIONS FOR SECTIONS P AND Q : ::::‘u::'_"“
' ABCVE AVERASE
SECTIONS P AND Q CONTAIN TASKS PERFORMED BY HOUSING AND
BILLETING (P) AND LINEN EXCHANGE PERSONNEL Q). IF YOU
WORK IN EITHER DUTY, CHECK THE TASKS YOU DO. THEN TURN
TO THE INSTRUCTIONS IN FRONT OF BOOKLET, AND ACCOMPLISH
PARAGRAPHS 6 AND 7. IF YOU ARE NOT ASSIGNED TO HOUSING,
BILLETING, OR LINEN EXCHANGE, TURN TO PAGE 44,
-
ATZ .. ACKLAND AFB TEYX
LACKLAND TC OF°ICE 216
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mY B 611x0 race 41 or 61 epacges

(DUTY - TASK LIST) 612XQ
1. Check tasks yo perfemt new ( V). Check| TIME SPENT
Current Job
2. Add any tasks you do new which are not listed.
. VERY MUCH BB
3. In the ' Time Speat’ column, rate checked ( V; tasks on time spent in your presert job. LOW AVERASE.
{ 2. BELOW AVERAS
8. BLIGNTYLY BE-
IF LOW AvE tAsE
mNE 4. ABOUY AvERASE
. LASR 4
Now . ::...VI AVEIRASE
§. AGOVE AVERAGE
7. VERY MyctH
P. OPERATING HOUSING AND BILLETING ACTIVITIES CLLLCRLLLCCL
1, Assign bachelor or transient quarters to personnel =
2. Assign public quarters or rental units to personnel 16
3. Coordinate housing property requirements with
Equipment Management Office (gno) 37
4, Deliver mail or messages to occupants 38
5. Deliver or transport employees and equipment to
work areas 39
6. 1Issue certificates of nonavailability of quarters 40
7. Maintain file of applications for housing or
trailer spaces 41
8. Maintain Guest House Register 42
9., Maintain listing of house cleaning firms 43
10, Maintain listings of Off Base Housing (AF Form
1644) il 44
11. Maintain records on locations of furniture or
equipment - . - 45
12, Maintain reservations log books 46
13. Prepare Bachelor Housinﬁ and Guest House
Ut111zat10n70ccupancy eports (AF Form 515) 47
14, Prepare Guest House statements 48
15. Prepare justifications for construction;";ilocation,
or utilization of quarters . - 49
16. Prepare reports of Inventory and Occupancy of Military
Owned and Controlled Family Housing Units (DD Form 1410) 30
17. Prepare Statement of Facilitiee and Assignments (DD 51
Form 1411) s - a -
18. Prepare World-Wide Housing Availability Reports 52
(AF Form 557) = .
(continued next page)
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JOB INVENTORY AFSC 611X0
(DUTY - TASK LIST) 612X0

PAGE

42

=]

F 61 PAGES

1. Check tasks you perfrrm now | V)
2. Add any tasks you do now which are not listed.

3. In the *’ Time Spent'' column, rate checked (\/) tasks on time spent in your present job.

Check | TIME SPENT

Cutrent Job

P. OPERATING HOUSING AND BILLETING ACTIVITIES
(CONTINUED)

{ 2. BRLOW AVERAGH

IF

DONE]|S: Asout avemace

NO

1 VERY MUCH BE-
LOW AVERASE,

3. SLIGHTLY BC-
LOW AVERASE

8. SLIGHTLY
ABOVE AVERAGE
0. ABQVE AVERAGE
T.VERY MuCH
ABOVE AVERAGEK

w

19. Prepare written notifications of service charges for
quarters

53

NOTE: If any task you perform under this duty is not listed
write it on the blank page at the end of the booklet
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JOB INVENTORY s 611X0

(DUTY - TASK LIST) 61.2X0 PAGE 43 oF  f] PAces
1. Check tasks you perform now ( \/) Check| TIME SPENT
Current Job
2. Add any tasks you do now which are not listed.
. VERY Mutn 88-
3. In the '* Time Spent’’ column, rate checked { \/) tasks on time spent in your present job. ' L:w Av:nu.
f 2. sxLow avenas
3. SLIGNTLY BL- ‘]
IF LOW AvERASE.
DONE] 4. ABOVT AVERASE
NOW | Lvr avemaee
Q. OPERATING LINEN EXCHANGES Al e
ABOVE AVERASE
1. Coordinate daily cost of laundry or dry cleaning
with contractors 54
2. 1Issue and exchange linens 55
3. 1Issue cleaning cloths 56
4, Maintain accountable records on bedding and cooks
work uniforms B 57
5. Maintain file of Air Force laundry technical
representatives 58
6. Maintain hand receipts on linen exchange items 59
7. Maintain reports on outgoing and incoming linen
exchange items o 60
8. Maintain Unit Property record on linen exchange items
(AF Form 1120-1) 61
9. Prepare linen exchange expenditure reports 62
10. Prepare linen exchange operations repéfté 63
11. Prepare requests for supplemental funds 64
12. Prepare requisitions for beddi;g_b;.zboig-cgfkorms "
NOTE: If any task you perform under this duty is not listed
write it on the blank page at the end of the booklet
ATCa. &CKL ANT AFR TE W
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2. Add any tasks you do now which are not liates

). In the ** Time Spent’’ column, rate checked ( \/) tasks on time spent in your present job.

AFSC
B oy il CTE
1. Check tasks you perform now V) Check| TIME SPENT

Cutrent Job

IF

SPECIAL INSTRUCTIONS FOR SECTIONS R, S, T, AND U

DONE]
NOwW

“ Il. aELow AVIIA.IW

1. VERY MUCH BE-
LOW AVERASEL.

3. BLiIGMTLY BF-
LOW AVERASE
4. ASOUT AVERAGE

8. SLISHTYLY
ABOVE AVERAGE

6. AB0OVE AVERAGK

7. VERY MUCK
ABOVE AVERAGE

SECTIONS R, S, T, AND U CONTAINS TASKS PERFORMED BY

PERSONNEL WHO WORK IN MORTUARY AFFAIRS.

IF YOU PERFORM

MORTUARY TASKS, CHECK THEM IN SECTIONS R, S, T, AND U.

THEN TURN TO THE INSTRUCTIONS IN FRONT OF BOOKLET AND

ACCOMPLISH PARAGRAPHS 6 AND 7.

IF YOU DO NOT PERFORM

MORTUARY TASKS, TURN TO PAGE 50.

Y BRSO
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AFSC

612X0

JOB INYENTORY 611X0

(DUTY - TASK LIST)

racedS

OF

61 PacGEs

1. Check tasks you perform now { V).
2. Add any tasks you do now which are not listed.

3. In the ' Time Snent'’ column, rate checked ( \/) tasks on time spent in your present job.

Check

TIME SPENT
Current Job

R. MANAGING MORTUARY AFFAIRS

IF
DONE
NOW

1. vERY MUCH BE-
LOW AVERAGE.
2. 0ELOW AVERASE]
5. SLIGNTLY BE-
LOW AVERASE.
4. ABOUY AVERAGE
B. SLISNTLY
ABOVE AVERASE
8. ABOVE AVERAGE
7. VERY MUCH
ABOVE AVEAAGE

and/or Interment Expenses (DD Form 1375)

1. Confer with civil authorities on the deve’>pment of
procedures for moving remains 66
2. Coordinate award of contracts or agreements with
procurement officer
3. Coordinate changes in reimbursable contract prices
68
4. Coordinate disposition of personal property actions
and documents . €9
5. Coordinate information furnished next of kin (NOK)
with decendent's home installation 70
6. Counsel and help sponsors comRIete Disgosition of
Remains-Reimbursable Basis (AF Form 3/5) =
7. Counsel NOK on mortuary services
72
8. Determine eligibility of individuals for authorized
mortuary benefits o 13:73
9. Identify persons entitled to direct disposition of
human remains e 5
10. Negotiate one-time purchases on mortuary services 6
11, Prepare records and follé&ﬁp ;Etiéﬁ;—gh.Erénégéfm“n___
cases e 7
12. Prepare reports on status of remains 8
13. Prepare requests for disposifiag-fﬂgi;JEEiéhs on
deceased persons o | — 9
14, Prepare reqtests for other Armed Forces to prepare
and ship Air Force human remains .. _ ~ 10
15. Resolve problems on reimbursements for interment 5
16. Review and process Requests for Payment of Funeral
12

NOTE: If any task you perform under this duty is not listed
write it on the blank page at the end of the booklet
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612X0

{g‘.’.‘r!’"vvsrfgex PAGE 46 or 61 Paces
1. Check tasks you perform new ( V). Check | TIME SPENT
Current Job
2. Add any tasks you do now which are not listed.
9. VEAY MUCH OR-
3. In the ' Time Spent’’ column, rate checked ( \/) tasks on time spent in your present job. Low AveRaeE,
“ B, SELOW AVERASEH
§. GLIGNTLY BE-
IF LOW AvERASE.
mNE 4. ABOUT AVERASE
Now ..::.Q.V:'::IIA.C
8. ABQVE AVERAGE
S. RECOVERING ACCIDENT VICTIMS 7. VERY MucH
ABOVE AVERASE
1. Collect and tag personal effects of accident
victims 13
2. Coordinate completed Identification Findings and
Conclusions (AF Form 697 and 69789 14
3. Obtain facilities for processing human remains at
accident sites 15
4, Obtain services required to search areas and recover
human remains 16
5. Prepare requests for arrangement of transportation
of relatives to group burilals 17
6. Prepare requests for designation of national cemetery
for group interments 18
7. Prepare requests for identification specialists o0
8. Prepare requests for issuance of invitational travel
orders 20
9. Prepare requests for photographs of disaster areas
21
10. Prepare requests for records needed in identification
processing 2
11. Prepare search, recovery, or identification progress
reports 9
12, Prepare sketches of accident areas 2%
13. Review or coordinate cost of recovery expenditures 25
1l4. Search accident areas for human remains 26
NOTE: If any task you perform under this duty 1s not listed
writz it onythe blank page at the end of the booklet
L‘CKLMD TC OFFIC! o"'coT.‘:. 2“ ATC._AL XL AND AFB YEX



2. Add eny tasks you do now which are not listed.
3. In the ‘" Time Spent’’ column, rate checked ( \/) tasks on time epent in your present job.

APSC
R Al B
1. Check tasks you perform now { V). Check{ TIME SPENT
Current Job

T.

PREPARING AND TRANSPORTING HUMAN REMAINS

+ VERY MUEN Of -

l . ELOW l'llllﬂ
. SLIGNTLY DR
IF
DON e,
NOW

o

LOW AVERASE.

oW AVERAGSE.
ASOUT AvVERASE
SLISNTLY
ABOVE AVERASE
ABQVE AVEIRASE
VERY MUCH
ABOVE AVERASEK

1. Brief next of kin on Application for Headstone or
Marker (DD Form 1330) 27
2. Brief summary court and escorts J
2
. Coordinate arrangements for relatives or friends to
travel as attendants when remains are shipped by rail 2
4. Coordinate funeral services with superintendent of ol
national cemetery 3
5. Coordinate issues of death certificates with civil
authorities 31
6. Coordinate transportation charges for transfer cases
with traffic representatives 32
7. Counsel next of kin on interment and reservation of
grave sites in base cemeteries 33
8. 1Identify uniforms authorized for burials 3
9. Inspect caskets, sealed plastic sheets, or shipping
cases 35
10. 1Inspect human remains after preparation
36
11. Instruct funeral directors on procedures for obtaining
shipping permits for human remains 17
12. Issue Report of Casualty to next of kin (DD Form 1300)
13. Obtain_copies of Certificate of Death (Overseas) AF
Form 716 39
14. Place remains and clothing in transfer cases 40
15, Prepare requests for appointments of escorts or
summary court 41
16. Prepare requests for disposition instructions on
unclaimed human remains -1 42
17. Puyrchase burial clothing, accountrements, or insignia
for deceased military personnel 43
18. Reinspect remains at Aerial Port of Entry "

(continued next page)
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avec_BIIX0

. Addanyt

asks you do now which are not listed.

3. In the ' Time Spent'’ column, rate checked ( \/) tasks on time spent in your present job.

e IVENTORY 6120 rasr 48 or 61 races
1. Check tasks you perform now ( V). Check| TIME SPENT
Current Job

PREPARING AND TRANSPORTING HUMAN REMAINS
(CONTINUED)

IF

NOW

1. vERY MuUCH BE-
/ , sELow Avenasd
9. sLienrLy 8e-

DONE]J®- Asevt aveaasc
9. 0LI8NTLY

LOW AVERASE.

LOW AVERASE.

ABOVYE AVERASE
6. ABOYE AYERASE
7. VERY MUCH

ABOVE AVERASE

19. Remove remains from transfer cases 45
20. Review and process Preparation and Inspection 46
Records (AF Form 715)

21. Select burial clothing from decedent's property 47
_

NOTE: If any task you perform under this duty is not listed

write it on the blank page at the end of the booklet
ATC«LACKLAND AFB TEX
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JOB INVENTORY ‘é’ﬁxoﬁlxo

(DUTY - TASK LIST)

PAGE 49

61 races

1.
2

Check tasks you perform now ( V).

Add any tasks you do now which are not listed.

3. Inthe " me Spent’ column, rate checked ( \/) tasks on time spent in your present job.

TIME SPENT
Current Job

9. vEAY MmuEn BE-
LOW AVERASE.

2. sELOwW AvERrasq
9. sLIENTLY BR-
LOW AVERAGE.
4. ABOUT AVERAGE
§. SLIGNTLY
ABOVE AVERASE
6. ABOVE AVERASE
7. VERY MUCH

U. DISPOSING OF HUMAN REMAINS g s W
1. Arrange for aircraft to scatter ashes 48
2. Arrange for burials at sea 49
3. Arrange for shipment cf cremated remains 50
4, Brief funeral party 51
5. Complete Checklist, Current Deaths Occurring Inside

CONUS (AF Form 592) e
6. Complete Checklist, Current Deaths Occurring 53
Outside CONUS (AF Form 591)
7. Coordinate arrangements for cremations with 54
funeral directors
8. Coordinate disposition of remains of other Armed 5
Forces personnel with area commanders 3
9. Coordinate participation o. fraternal or patriotic 56
organizations with funeral directors

10, Plan military funerals 57

11. Prepare human remains releases for signatures 58

12. Prepare personal letters on the disposition of 59

remains

13. Prepare requests for military honors 60

14, Prepare requests for personnel to act as funeral party 61

15. Secure equipment for military funeral ceremonies 62

16. Supervise military honors 63

NOTE: If any task you perform under this duty is not listed

wrice it on” the blank page at the end of the booklet

|
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AFSC

JOB INVENTO
wiweh 612X0

(DUTY - TABK LIST)

611X0

PAGE

50 or

PAGES

61

1.
2.

Check tasks you perform now ( V).

Add any tusks you do now which are not listed.

3. In the " Time Spent’’ column, rate chacked ( \/) taska on time spent in your present job.

Check

TIME SPENT
Current Job

v

iF

SPECIAL INSTRUCTIONS FOR SECTIONS V AND W

DONE]
NOW

1. VEAY MuUtH BE-

1. 0ELOW AvERAGE
3. BLIGNTLY 08

6. ASOUT AVERASE
6. SLi18nTLY

§. ABQVE AVERAGE

LOW AVERASE,

LOW AVERAGE.

ABEVE AVERmAGL

T. vERY MUCH
ABOVE AvVEARASE

SECTIONS V AND W CONTAIN LAUNDRY AND DRY CLEANING TASKS.

IF YOU PERFORM LAUNDRY OR DRY CLEANING TASKS, CHECK THEM

IN SECTIONS V AND W.

THEN TURN TO THE INSTRUCTIONS IN FRONT

OF BOOKLET AND ACCOMPLISH PARAGRAPHS 6 AND 7.

IF YOU DO

NOT PERFORM LAUNDRY AND DRY CLEANING TASKS, TURN TO PAGE 55.

LACKLAND TC OFFICE
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2
3. In the '’ Time Spent’’ column, rate checked ( \/) tasks on time spent in your present job.

Add any tasks you do now which are not listed.

arsc BIIND
T S NPT
1. Check tasks you perform now ( V) Check| TIME SPENT
Current Job

4

IF

DON
NOW

1. vEAY MUCH BE-
LOW AVERASE.
3, 8ELOW AVERAG
3. SLIGMTLY B8
LOW AVERASE.
4. ABOUY AVERASE
9. GLIGNTLY
ADOVE AVEIRASL
6. ABQVE AVERAGEL

V. OPERATING LAUNDRY AND DRY CLEANING ACTIVITIES AN MyEH
. ABOVE AVERAASE
!
1. Assemble finished laundry or dry cleaning bundles 64
2. Assemble or disassemble field laundry equipment 65
3. Bag finished laundry or dry cleaning items 66
4, Classify and mark laundry or dry cleaning 67
5. Clear '"B" register totals from listing and pricing
machines 68
6. Correct finished bundle discrepancies 69
7. Count items received 70
8. Decontaminate and imnregnate clothing -
9. Deliver bulk laundry or dry cleaning to organizations
72
10. Deliver laundry or dry cleaning to collection points 14173
11. Dispose of abandoned laundry or dry cleaning
5
12. Establish maximum number of dry cleaning bundles
per lot 6
13. Filter and distill cleaning solvents 7
14. Finish articles on laundry or dry cleaning presses 8
-
15. Finish flatwork on flatwork ironers !
e E
16. Finish garments i 10
17. TIdentify fabrics ' 11
18, 1Identify stairs 12
(continued next page) [
T LACKLOAMND AFR TLx
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AFSC
ToN THVENTORY G0 S0 | rier 2o 61 cuces
1. Check tasks you perform now ; V) Check TCIME S'Pf':T
urren L]
2. Add any tasks you do now which are not listed. A=,
3. In the " Time Spent’’ column, rate checked ( \/) tasks on time spent in your present job. LOw AvERASE.
V’ 2. 8CL0W AVERAGK
9. SLIGNTLY BE-
IF LOW AvEwAGE
DONE] 4. ABOUT AVEIRAGE
NOwW = ::'o.v':::uul
V. OPERATING LAUNDRY AND DRY CLEANING ACTIVITIES S e
(CONTINUED) ABOVE AVESAGE
19. 1Inspect articles for damage or tears 13
20. List and price sales tickets 14
21. Load and unload tumblers 15
22. Load and unload washers and extractors 16
23. Mend articles on sewing machines 17
24, Mend garments or other items by hand 18
25. Mount equipment on skids or trailers 19
26. Obtain receipts for delivered laundry or dry cleaning =] 20--
b
27. Pack or crate laundry or dry cleaning equipment 21
28, Post washing formulas on equipment -
29. Prepare dry cleaning or laundry sales tickets (AF
Form 325 or 326) 23
30. Prepare Laundry and Dry Cleaning Collection and
Delivery Records (AF Form 314) 24
31. Prepare Laundry Lot Tickets (AF Form 339) 25
32, Prepare monthly machines tapes on lot tickets
33. Pregare reports on Unit Operating Cost Sheets 1
(AF Forms 639 and §82) i 27
34, Prepare requests for water disposal instructions i 28
35. Prepare personal clothing claims |
29
36. Remove spots or stains 30
(continued next page)
LACKLAND TC OFFICE  romw 216 BT RenLAne ARe TEx
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JOB INVENTORY e g11xo0 PacE

(OUTY - TASK LIST) 612X

53

or 61 PAGES

1. Check tasks you perform now ({ V).
2. Add any tasks you do now which are not listed.

3. In the ’* Time Spent’ column, rate checked ( \/) tasks on time spent in your present job.

Check| TIME SPENT
Current Job

V. OPERATING LAUNDRY AND LCRY CLEANING ACTIVITIES

9 SLISKTLY

NOwW ABOVE AVERAGE
6. ABOVE AVERASCL
7. VERY MUCH

1. vERY MUCH BE.
LOW AVERASE.
f 2. scLow avenase

8. sLIGMTLY BE-
IF LOW AVERASE
DONE]¢: AsovT avenase

(CONTINUED) ASOVE AvEmAcT
37. Select locations for field laundry or dry cleaning

equipment 31
38. Select washing or dry cleaning formulas 32
39. Test and record pH values, hardness of water, and

strength of bleaches 33
40, Test dry cleaning solvents 34
41, Verify counts of bundles received 35
42, Verify dry cleaning lot tickets (AF Form 339) 5t
43. Verify sales tickets with finished items 37
44 . Weigh washing or dry cleaning loads

38_|

45, Wrap finished bundles 39

——1 —
i
oy N —_
]
i -1
: ¥
|
U R, lx E
—
|
{
4}""7"-—’*-——
— i J
-

NOTE: If any task you perform under this duty is not listed
write it on the blank page at the end of the booklet

|
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JOB INVENTORY arec —BIIX0 | .- 54 or 61 eaces

(DUTY - TASK LIST) 612X0

1. Check tasks you perform now ( V) Check| TIME SPENT
Curreni Job

2. Add any tasks you do now which are not listed.

$. vERY MUCH OE.
3. Inthe ** Time Spent’’ column, rate checked (\/) tasks on time spent in your present job. Low "’""LJ
“ B, BELOW AVERAS
9. sLISUT,Y 8-
iF LOW AvERASE
DONE] 4. ABOVY AVERASRT
. ny
Now g ::'..V.( :VIIA.I
W. PREPARING AND MAINTAINING LAUNDRY AND DRY CLEANING 9:A80Y8 475A21L
RECORDS 7. VEAY MUCH
ABOVE AVEAALL
1. Assign bundle numbers to sales tickets 40
2. Assign code designators to collections points or
organizations 41
3. Aythorize cash settlement ]
?SF 153% settlements on lost or damaged items 42
4. Determine gains or losses . 43
5. Prenumber laundry or dry cleaning sales tickets 44
6. Prepare Abstract of Bulkwork (AF Form 291) 45
7. Prepare affidavits necessary to iuitiate reports of survey ”
6
8. Prepare balance sheets and statements of revenues and
expenses 47
9. Prepare Daily Time and Production Record for laundry or
dry cleaning departments (AF Form 881) 48
10. Prepare individual daily performance records e
11. Prepare Laundry and Dry Cleaning Operation reports
(AF Form 318) 50
12. Prepare requests for standby equipment 51
13, Prepare summary of daily piroduction and manhour data on
AF Form 882 52
14, Prepare summar¥ regorts on revenue, costs, and aged
accounts receivable, RC: XBB C-19 59

NOTE: If any task you perform under this duty is not listed
write it on” the blank page at the end of the booklet

ATC-LACKLAND AFB TEX
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JOB INVENTORY arsc 611X0

(DUTY - TASK LIST) 61:2X0 PAGE 55 oF ] Paces
1. Check tasks you perform now ( V). Check| TIME SPENT
Current Job
2. Add any tasks you do now which are not listed.

1. vERY MutH ok.
3. In the " Time Spent’’ column, rate checked ( \/)lclh on time spent in your present job. LOW AVERRASE.

/ 2. sELOW lvlllclﬂ

8. »LIGNTLY BE-

IF LOW AVERAGE
DONEI4. asout avenase
L OLISNTLY
NOW }

ABROVE AVERASE
8. ARQVE AVEIRAGE
SPECIAL INSTRUCTIONS FOR SECTIONS X, Y, AND Z 7. VERY muCH

ASOVE AVERAST

SECTIONS X, Y, AND Z CONTAIN TASKS PERFORMED BY EXCHANGE

SERVICES PERSONNEL. 1F YOU ARE IN EXCHANGE SERVICES, CHECK

THE TASKS IN SECTIONS X, Y, AND Z. TURN TO THE INSTRUCTIONS

IN FRONT OF BOOKLET AND ACCOMPLISH PARAGRAPHS 6 AND 7.

. ——

S I
b
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JOB INVENTORY eiore 0 | masw 36 Nor \igiletons

{OUTY - TABK LIST)

1. Check tasks you perform new ( /) Check| TIME SPENT

Current Job
2. Add any tasks you do now which ere not listed.

$. vERY MLCH ¥R

3. In the " Time Spent’’ column, rate checked (\/) tasks on time apent in your present job. LW AvERAGE,
“ 5. ctLow avemseg

3. SLIGNTLY BEK-

IF LOW AVERASE
- DONE 4. ABOUT AVERASE

§. SLISNTLY
NOW ABOVK AVERASL
0. ABQVE AVERAGL
T.YEAY MUCH
ABOVE AVERASEL

X. OPERATING EXCHANGE SERVICES ACTIVITIES

1. Compute selling prices on food concessions, such as 54
ice cream and popcorn machines

2. Compute ylelds, portion sizes, selling prices, or

planned gross’profits for food service activities 55
3. Coordinate master menus with dining hall menus 56
4. Explain operational discrepancies to defaulting operators 57
5. Maintain Activity Card files (AAFES Form XS-1) 58
6. Maintain Amusement and Service Machine Record Cards 59
(AAFES Form XS-2)
7. Maintain forms records of concessions 60
8. Maintain garage or service station records 61
9. Maintain Insurance Records "ards (AAFES Foim XS-5) 62
i6. Maintain open applications files (AAFES Form XS-3) 63
11. Maintain Pump Island Cash Control Records (AAFES Form
XS-16) . 64
12. Maintain Utility Card Files on meters (AAFES Form XS-13) 65
13. Maintain Vending Machine Record cards (AAFES Form XS-14) 66
(S
14, Post food prices in feeding activities
67
15. Post lists of automotive service jobs and gasoline prices
68

16. Prepare applications for State Tax rebate allowance for
gasoline shrinkage \. 69

17. Paﬁga§§ Charge or Credit Vouchers (AAFES Form XF-5 or

3 70
18. Prepare Daily Food Activity Reports (AAFES Form XS-8) 711
!
(continued next page)
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JOB INVENTORY 612X0

{DUTY - TASK LIST)

611X0

PAGE

57 o

DA T

"*‘i T AGES

1. Check tasks you perform now ( V)
2. Add any tasks you do now which ave not listed.

3. In the **Time Spent’’ column, rate cheacked ( V) tasks on time spent in your present job.

v
l'.'.‘

{ DONE]
NOW

e
Ch.ebi TImE SPENT

}
Current Job

s

LIEP wnsie o
LOW LYARASr.
3. cCLew AviRASL
SLIGHTLY AT
LOv! AVERAGE

4. ARQUY Annal‘
€. Bv1GNTY.Y
AGOVE aviEfALL

§. ADO/K AVLRAQT
7. VAAY MUCK

X. OPERATING EXCHANGE SERVICES ACTIVITIES (CONTINUED) { sROvE AvEaAst
19. Prepare Food Actiyity Storeroom Issue/Return Record T
(AAFES Form XS-7) — il
20, Prepare= 1lists of food items, prices, and portion
sizes for cashiers j5:72
—_— L2
21. Prepare Operating Service Station Reports, RCS:
AAES 12 (R1) (AAFES Form SX-12) 5
22, Prepare or coordinate operating goals for food !
service activities S
23, Prepare Recipe Food Cost Cards (AAFES XS-10) l g
24, Prepare Single Item Food Cost Cards (AAFES XS-9)
o { L
25. Receive money for roupons f ! g
- — RN ~ 2
26. Record coupons cn AAFES forms " t
| 6.
o ~ ALy
27. Test underground tankage for water content i :r 1 i
SR N ;T..,,--_t_- S 1
28. Verify sales of exchange services activities ; ; 1 1
e W A __~___{

e
]
\
)
i
i

'
' |
Rl S || —

-

NOTE: If any task you perform under this duty is not listed

write it on the blank page at the end of the booklet
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JOB INVENTORY “ol2xo $11X0

(BUTY - TASXK LIST)

PAGE

58 or 61-ucas

1. Check tasks you perform now ( V) Check| TIME SPENT
Current Job
2. Add any tasks you do now which are not listed.
1. vERY MUCKH BE.
3. Inthe * Time Spent’’ column, rate checked (\*’) tasks on time spent in your present job. How AV ERAeL
“ 2, BELOW AVERASK
3. BLIGMTLY BE.
1F LOW AvERmase
DONE 4. ABOUY AVERAGT
NOW = ::'e‘v.‘('::lllll
Y. OPERATING EXCHANGE SERVICES RETAIL ACTIVITIES B suans o mssl
; ABOVE AVEAAGT
1. Affix AAFES vehicle l'csnse plates or other tags on -
equipment 13
2. Coordinate shipments with postal, airlift, or other
transportation authority 14
3. Maintain exchange vehicle maintenance and service
ooks 15
4. Maintain stock assortment listings 16
5. Maintain vendors experience lists 17,
6. - Maintain vendors registers 18
7. Prepare Rxlications ior AAFES motor vehicle license
plates ? FES Form SA-4) e
8. Prepare Deferred Payment Plan Tickets (AAFES Form
XF-32) 20
9. Prepare merchandise requisitions o
10. Prepare operating statements >
11. Prepare Price Change Vouchers (AAFES Form XF-7)
23
12. Prepare procurement records T
13 ]
. Prepare Reguests for Disposal of Ex. ss Equipment
(Oh Form 1328) P s e 25
14, Prepare requests for medical approval of food and i
beverage vending machines —- 26
15. Prepare Sales Slips (AAFES Form XF-11) i 27
16. Prepare Wart >!ips (AAFES Form AM-17) N
; 28
e =8
17. Replenish retail stock shelves 1 o

NOTE: If any task you perform under this duty is not listed
write it on the blank page at the end of the booklet
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2. Add any taska you do now which are not listed.

3. Inthe " Time Spent’’ column, rate checked ( \/) tasks on (ime spent in your present job.

AFSC
{9371""7!‘!:851 ¢15x0 611X0 race 39 or 61 suce-
1. Check tasks you perform now ( V) Check| TIME SPENT

Current Job

. VERY MUCH BER.
LOW AVERAQE.
BELOW AVERASE
. BLIGNMTLY BE-

IF LOW AVERASE
DONE 4. AB0UT AVERAGE
NOW 8. SLISNTLY
ASOVE AVERASL
Z. MAINTAINING EXCHANGE SERVICES ACCOUNTS 9. Asave averase
b
1. Maintain one or more accounts, such as Assets Accounts,
Liability Accounts, and Income and Expense Accounts 30
2. Prepare Exchange Retail Accountability Reports
(AAFES Form 144) 31
3. Prepare monthly Overseas Operating Statements, RCS5:
AAFES-25 32
4., Prepare Receiving Reports (AAFES Form OXF-4)
33
5. Prepare Retail Merchandise Reports (AAFES Form
OXF-8) 34
6. Prepare Schedules of Concession Operations
35
7. Prepare Statement of Direct Operating Profit (AAFES
Form OXF-132) 36
8. Prepare Statements of Departmental Operations (AAFLS
Form QXF-131) 37
9, Prepare Trial Balances of General Ledger (AAFES
Form OXF-141) 38 _
10. Prepare Working Fund Reports (AAFES Form OXF-9)
16:39
—

— —— e - e

(S
|
NOTE! TS IR §E°on Phe ISR MR R "RAE EREY ol RS babRE
C
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AFSC
408 INVENTORY pace 60 or 61 waces
1. Check tasks you perform now ( V). Check| TIME SPENT
Current Job
2. Add any tasks you do now which are not iisted.
1. vERY MUIKH BE-
3. In the '*Time Spent'’ column, rate checkasd ( \/) tasks on time spent in your present job. LOW Avemase
v, 2. 0TLOW AVEIRAGE
3. sLIeNTLY BE-
IF LOW AVERAGE
DONE]| 4. ASOUT AVIRAGY
8 esviavTLY
NOW ABOVL AVERAGE
8. ARQOVE AVEIRAGE
7 VYEAY MUCHK
ABOVE AVERAGE
e
!
s l
i 1
==
A17” . ACKLAND AF® TEY



JO8 INVENTORY

(DUTY - TASK LIST)

AFSC

PAGE 61

or

61 reaces

1. Check tasks you perform now | V)

2. Add any tasks you do now which are not listed.

). In the " Time Spent’! column, rate checked ( \/) tasks on time spant in your present job.

Chech

TIME SPENT
Current Job

IF

NOW

DONE

. YERY MUCH Bk
LOW AVERASE.
SELOW AVERAS
sLIENTLY BE-

LOW AVERAGE

ABDOUY AVERAGEK
S OLIENTLY
ABOVL AVERAGE
6. ABOVE AVERAGE
LVERY MUCK
ABOVE AVERAST

»

)
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