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MAJOR DUTIES

Serves as Supply Technician at the Military Clothing and Equipment Support Branch (MCESB), responsible for maintaining the installation MCESB property for Organizational Clothing and individual Equipment (OCIE). Serve as Quality Control Plan staff. 

1. Responsible for maintaining adequate stock levels; preparing and submitting requisitions to the Supply Support Activity (SSA) and ensuring quantities of items requested are sufficient and meet the needs of customers. Ensures the status of requisitions on back order meet mission requirements as indicated by the expected delivery date. Takes necessary follow-up action as required. Reviews, edits and maintains OCIE records for all customers who are supported by the MCESB.  Inspects and classifies all OCIE returned or exchanged. Ensures all uneconomically repairable items are turned in to the SSA for disposition. (35%)

2. Maintains due-in status files and works closely with supervisor during reconciliation's.  Maintain all required registers, files and supporting documentation IAW DA PAM 710-2-1.  Conducts inventories and ensuring Inventory Adjustment Reports (IAR) are in compliance with established regulations. (25%)

3. Updates clothing record accounts to reflect movement of OCIE property to, within, and from clothing record accounts.  Assures clothing record accounts are maintained IAW regulatory guidance. Conducts investigation to determine cause of inventory discrepancies by contacting HRH; reviewing documentation such as purchase order, receiving reports, reports of survey, hand receipt transfers, and turn-ins.  Uses automated property management system for data entry, retrieval, editing and preparing of automated clothing records and or the generating of various reports. (20%)

4.  Implement quality control system plan. Perform all work governed by the quality system, conducted in accordance with documented policies, plans, procedures and work instructions. Implement action items resulting from management reviews of quality system performance; and, identify resource requirements. (20%)

Performs other duties as assigned.

FACTOR 1 Knowledge required by the position Level 1-3 350 Points

Employee uses practical knowledge of a Wide range of well established, commonly applied supply principles, concepts and methodologies in one or more of the technical supply specialties (inventory, storing/distributing or cataloging of supply program operations) , when such work requires the application of some judgment and analysis in the CIF services. Employee performs recurring assignments, operations, and procedures in the issue, receipt, storage and turn-in of OCIE and other supplies/equipment. Employee resolves issues and problems of a procedural nature. Employee uses knowledge of the MCSEB to determine impact of cost, existing policies and procedures, data processing requirements and other issues influencing the course of action. Employee provides information reports, services and recommends actions to eliminate problems in customer service.  Employee maintains inventory control records in an automated system. 

FACTOR 2 Supervisory Controls Level 2-3 275 Points

Supervisor sets the overall objectives and decides on resources available. Employee consults with supervisor in determining which projects to initiate, developing deadlines and identifying staff and other resources required to carry out an assignment.  Employee plans and carries out work assignments, resolves minor conflicts, coordinates work of subordinates and interprets policy in terms of establishing objectives. Employee keep's supervisor informed of all progress, potential controversy and problems.  Completed work is usually evaluated for technical soundness, appropriateness, and conformity to policy and requirements.  The methods used in arriving at the end results are not usually reviewed in detail.

FACTOR 3 Guidelines  Level 3-2   125 Points

Employee guidelines are set by agency policies implementing directives, manuals, handbooks, supply regulations and the supervisor. Employee must be able to interpret and apply a number of policies and regulations that are required in the supply area. Employee will use judgment in interpreting, adapting, and applying guidelines to accomplish the mission.  Employee analyzes the 

applicability of guidelines to specific circumstances designed to improve the effectiveness or efficiency of the supply mission.  

FACTOR 4 Complexity Level 4-3 75 Pts.  

 Employee considers normal requisition acquisition channels, lead times, availability, storage, frequency of use, and documentation requirements in order to provide installation support for supplies. Employee develops costs for implementing and/or recommending course of action to meet mission. Work requires consideration of program plans, policies, regulations procedures and alternative methods of implementing and monitoring MCESB supply requirements. Employee resolves conflicts in customer descriptions of required items, recommends substitutions, and advises about alternative acquisition approaches, All recommendations involve implementation of specific supply actions. They are based on factual information such as available funding, minimum regulatory 

requirements, and delegated authorities.

FACTOR 5 Scope and Effect   Level  5-2,  75 Points

Work involves resolving a variety of conventional supply problems, questions, or situations within the CIF arena. The employee monitors established supply systems and programs and the technical portion of the MCESB. The employee's work products, advice and assistance affect the efficiency of the complete supply operation. The effect of the work is widespread in nature. 

FACTOR 6   Personal Contacts and FACTOR 7 'Purpose of Contacts Level 2b
75 Points

Contacts are with civilian employees/military personnel in the same agency, the MACOM and the Pentagon. Persons contacted generally are engaged in different functions, missions, and other kinds of supply work or are representatives from various levels within the agency or other operating offices in the National 

Capital Region. The purpose of contacts is to plan, coordinate work,, or advise on efforts and resolve operating problems by influencing or motivating individuals or groups who are working toward mutual goals and who have basically cooperative attitudes.

FACTOR 8   Physical Demands  Level 8-1 5 Points

Work is sedentary and usually accomplished while employee is comfortably seated at a desk or table. Some walking and standing may occur in the course of a normal workday. Items carried are typically light objects such as military clothing lifting of moderately heavy objects is not normally required. No special physical effort is required to perform the work.

FACTOR 9 Work Environment  Level 9-1  5 points

Work is performed in an office-like setting involving everyday risks or discomforts which require normal safety precautions typical of such places as offices, meeting and training rooms, warehouses and private or commercial vehicles. Employee uses safe work practices with office equipment, avoids trips or falls, and observes all safety regulations. Work area is adequately lighted, 

heated and ventilated.

TOTAL POINTS A point total of 985 is within the GS-05 point range of 855 to 1100.  

