
WG 6904 Tools and Parts Attending

WG02 -
WG05

Step Part 1
Apprentice/Helper/Trainee; Trade/Less than Journeyman

1 Complete New Hire Orientation
2 Complete Civilian Training Plan requirements for current position
3 Complete task qualifications for current position
4 Complete task certifications for current position
5 Master simple to common work tasks under supervision
6 Maintain successful to above average performance ratings

WG05 -
WG08

Part 2
Trade/Less than Journeyman

1 Continue required on-the-job and formal classroom training required in Civilian Training Plan
2 Complete task qualifications for current position
3 Complete task certifications for current position
4 Master common to complex work tasks.  At grade 4, the work involves performing various tools and parts room receipt, storage, identification, issue, minor repair, and inventory 

tasks according to clear and specific instructions on where and how to do the work.  Grade 4 attendants apply such receiving skills as checking numbers and names of items on 
container labels of incoming stock, and matching this information with that shown on receiving reports.  Grade 4 attendants know the specific locations established for items, and 
how these locations are marked, tagged, or otherwise identified. They apply this knowledge to store incoming stock and to put away items returned by using personnel. To further 
insure items are properly stored, Grade 4 attendants place, arrange, and rotate some items in consideration of their shelf life, age, and code date.

Grade 4 attendants select and obtain items from stock through routine identification skill. This involves matching specific item names, models, and stock or part numbers with 
similar specific information at stock locations.  The attendants at this grade know how to complete such entries as issue and turn-in dates, item names, and stock or part numbers 
on issue and turn-in forms.  Grade 4 attendants count items in bin and other storage locations during inventory of stock on hand, and give such information to the supervisor or to 
supply personnel responsible for the inventory. Grade 4 attendants may make such repairs as replacing wooden handles on handsaws, changing blades on power saws, and 
greasing and oiling powered hand equipment. Such repairs require skill in the use of pliers, screwdrivers, and other simple handtools.

Master common to complex work tasks. Grade 5 attendants complete their work with little instruction on methods, procedures, or techniques to use and performs more difficult 
work such as verifying and reporting incoming shipments of stock that are over, short, or damaged, selecting and setting up specific storage locations according to such factors as 
use, size, shape, and nomenclature of items, and identifying and selecting for issue items that are requested by users in trade or shop terms.  Grade 5 attendants are skilled in 
verifying short, over, and damaged conditions of incoming stock by such means as opening, counting, and visually checking the contents of containers. Grade 5 attendants also 
know the procedures for reporting short, over, and damaged conditions of incoming stock, and make reports on these conditions to the supervisor or other responsible supply 
personnel when required.  In addition to placing items in established locations as described at grade 4, grade 5 attendants are skilled in selecting and setting up specific locations 
for items within the framework of the general storage plan. This involves considering such factors as the use, size, shape, weight, and similar nomenclature of items. Grade 5 
attendants are also skilled in marking and tagging locations, and in making entries on locator records to show the names, quantities, and locations of stock.

Grade 5 attendants obtain items from stock by the matching process described at grade 4. In addition, grade 5 attendants are skilled in identifying specific items from the trade and 
shop names used by requesters. They are also more skilled than grade 4 attendants in determining the location, availability, and more specific identification of items (for example, 
the correct stock or part numbers of items). They usually use such references as locator files, issue and turn-in records, and stock and part number change lists for this purpose.  
During inventories, grade 5 attendants count stock on hand in the manner described at grade 4. Additionally, grade 5 are skilled in searching likely locations and taking recounts of 
items in the tools and parts room to help supply personnel responsible for the inventory to determine the basis for over, short, or misplaced items. The attendants at this grade 
may also repair tools and equipment as described at grade 4.

Master common to complex work tasks.  Grade 6 attendants perform more difficult work such as setting up and shifting storage locations in consideration of such factors as space 
available, turnover, and convenience of handling items, identifying and selecting for issue items described by users in terms of their intended usage, recommending possible 
substitutes and interchangeable items, and determining when tools and equipment should be routed to appropriate shops for test, repair, or calibration. The attendants at this 
grade, like the grade 5 attendants, complete their work with little instruction on the methods, techniques, or procedures to use.  In addition to the identification and issuing skill 
and knowledge described at grade 5, grade 6 attendant have sufficient knowledge of the range of items in stock to identify specific items requested by users from descriptions of 
their intended usage, and to suggest, in the absence of requested items, other items that might fit users' requirements. Grade 6 attendants are skilled in determining substitute and 
interchangeable items. For this purpose, they usually use such references as manufacturers' specifications, stock catalogs, manuals, and bulletins.

Grade 6 attendants help supply personnel responsible for the inventory to determine the basis for over, short, or misplaced items by checking such references as out-for-repair and 
issue and turn-in records maintained in the tools and parts room, in addition to using the inventory methods described at grade 5. Grade 6 attendants have skill in determining 
from these records such errors as improper item issue and turn-in credit, and the failure of records to show that items have been sent out for repair.  They are skilled in 
determining when tools and equipment should be sent to test, repair, and calibration shops, in addition to making minor repairs to tools and equipment as described at grade 5. 
They make these determinations by performing visual and operating checks, making measurements with such devices as calipers, and receiving reports from users on the nature 
and extent of damage to tools and equipment.  In contrast to grade 5 attendants who note and report obviously damaged and inoperative items to the supervisor, grade 6 
attendants are able to determine when many damaged and inoperative items appear beyond or too costly to repair. Whenever required, they make these determinations and 
provide their evaluations to stock disposal personnel to aid them in determining whether or not items should be salvaged, repaired, and returned to stock.

Grade 6 attendants are able to provide information on the status of stock useful to the supervisor or responsible supply personnel for determining and keeping adequate numbers 
and types of items on hand. Whenever required, grade 6 attendants watch and report, for example, items that are in short supply because of unusual breakage or because they are 
frequently out for repair. In many tools and parts rooms, grade 6 attendants pass onto the supervisor requests for items not kept in stock but which users indicate are needed for 
their work.  Grade 6 attendants are able to keep track of project assigned items when required. For example, based on information from the supervisor about incoming, project-
assigned items and the in process or planned projects to which they are assigned, grade 6 attendants are skilled in identifying and insuring that project-assigned items are 
separated from regular items when they arrive. They have skill in setting up special storage locations for such items, and in keeping them separated from regularly stocked items 
during their storage. They are also skilled in selecting and issuing the proper items for the proper project, and in marking issue records to show projects against which these items 
are charged. They usually report to the supervisor any project-assigned items that are left over when projects are completed.

5 Maintain successful to above average performance ratings

WAGE GRADE CAREER PATH

This occupation covers nonsupervisory work which involves receiving, storing, issuing, signing out, and checking in various tools, equipment, shop supplies, and repair parts to and from such using maintenance, construction, and shop personnel as 
machinists, carpenters, and automotive and aircraft mechanics. Such work requires knowledge of the kinds of tools, parts, and equipment in stock and how to locate them, and an ability to identify and issue specific items requested by using 
personnel.

This list is not all inclusive.  For more information on your series, visit the OPM site below. Copy and paste the link in your browser.
OPM Classification Standards

https://www.opm.gov/policy-data-oversight/classification-qualifications/classifying-federal-wage-system-positions/#url=Standards
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