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Citation 1: OPM PCS Supply Clerical & Tech Series, GS-2005, May 92

PD Library PD: No
COREDOC PD: No

Classified By: 
Classification Date: 


	PRIVATEFLSA: Non-Exempt
	Drug Test Required: 
	CIPMS PD: No

	Career Program: 00
	Financial Disclosure Required: No
	Acquisition Position: No

	Functional Code: 00
	Requires Access to Firearms: Varies
	Interdisciplinary: No

	Competitive Area: Varies
	Position Sensitivity: Varies
	Target Grade/FPL: 05

	Competitive Level: Varies
	Emergency Essential: Varies
	Career Ladder PD: No



 
MAJOR DUTIES: 

1. Initiate, prepare, edit, and process requisitions or telephonically order supplies and equipment for Headquarters Command Battalion.  Search catalogs, records, or other data sources to obtain or correct stock numbers or to find authorized substitutes for stock items.  Identify requirements and requisition, receive, stock, control, issue or distribute office and administrative supplies, equipment and special issue items for day-to-day needs of the battalion.  Establish or adjust stock levels and reorder points using standard formulae and prescribed procedures.  Maintains accountability, conducting physical inventories and adjust and/or maintain inventory, and property accounting records. (40%)

2. Contact customers, supply organizations, and others to obtain material status information, follow up on urgently required items, and/or expedite delivery of material to work sites.  Investigates discrepancies resulting from shipment of erroneous quantities, unit of measure, and other non-routine discrepancies.  Maintain an accurate accounting and reporting system for non-expendable property and perform standardized property management control processes. Operates a personal computer to enter, retrieve and modify all records stored in the Unit Level Logistics System (ULLS). (25%)

3. Issues and maintains sub-hand-receipts to activities within the Headquarters Command Battalion for installation property and telecommunication devices.  In and out process personnel arriving or departing the battalion.  Initiate Reports of Survey, Cash Collection Vouchers, and Statement of Charges (as appropriate) for all lost, damaged, or stolen equipment.  Inventory, store and dispose of all belongings of deceased, Absent without Leave (AWOL), incarcerated, or otherwise missing soldiers. (15%)

4. Prepares, processes and tracks engineer work orders for all repairs and modifications to HQ Command-occupied facilities. Prepares and types a variety of letters, memoranda, disposition forms, and purchase requests. Assembles information from files and types information in final form and is responsible for format, punctuation, spelling, adequacy of answers, and completion of information.  A qualified typist is not required. (20%)

Performs other job related duties as assigned.

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION (Level 1-3 350 pts)

Knowledge of standardized supply regulations, policies, procedures or other instructions relating to purchase of materials, equipment and supplies and general office supplies, materials and equipment. Knowledge of standardized property accounting regulations and procedures to maintain automated and manual property accounting records.  Qualified typist is not required.

FACTOR 2. SUPERVISORY CONTROLS (Level 2-3 275 pts)


The supervisor issues general work assignments, controls flow of day-to-day work, and explains major changes in procedures. Superior relies upon incumbent to select, interpret, and apply guidelines pertinent to operations with a minimum of instructions and guidance. Finished-work is subject to spot check for adequacy and compliance with directions. Overall work is evaluated in accordance with performance standards established by the supervisor.

FACTOR 3, GUIDELINES – Level 3-2 – 125 points

Procedures for doing the work have been established and a number of specific guidelines are available in the form of supply regulations, polices, and procedures.  The number and similarity of guidelines and work situations require the employee to use some judgement in locating and selecting the most appropriate guidelines, references, and procedures for application and in making minor deviations to adapt the guidelines in specific case.  At this level, the employee may also determine which of several established alternatives to use.  Situations to which the existing guidelines cannot be applied or significant proposed deviations from the guidelines are referred to the supervisor.

FACTOR 4, COMPLEXITY – Level 4-2 – 75 points 

The work consists of duties that involve related steps, processes, or methods, including work such as performing routine aspects of technical supply management functions in support of a specialist.  The employee decides what to do by recognizing the existence of and differences between a few easily recognizable situations and conditions, and choosing a course of action from among options related to the specific assignment.  Actions to be taken by the employee or responses to be made differ in such things as the source of information, the kind of transactions or entries, or other differences of a factual nature.

FACTOR 5, SCOPE AND EFFECT – Level 5-2 – 75 points

The work involves the execution of specific rules, regulations, or procedures and typically comprises a complete segment of an assignment or project of broader scope.  The work or supply service affects the accuracy, reliability, or acceptability of further processes or services in meeting customer requirements in supported organizations and other supply units.

FACTORS 6 & 7, PERSONAL CONTACTS AND PURPOSE OF CONTACTS – Level 6-2A – 45 points

Contacts are with employees in the same agency, but outside the immediate organization.  Contacts are also with customers, supply organization, and others in a moderately unstructured setting.  Persons contacted generally are engaged in different functions, missions, and kinds of work, such as representatives from various levels within the agency or from other operating offices in the immediate installation, vendors, supply companies, etc.  The purpose of the contacts is to obtain, clarify, or exchange facts or information, regardless of the nature of those facts, which may range from easily understood to highly technical.

FACTOR 8, PHYSICAL DEMANDS – Level 8-1 – 5 points

The work is primarily sedentary.  The employee may sit comfortably to do the work.  There may be some walking, standing, bending, carrying of items weighing up to 50 pounds.

FACTOR 9, WORK ENVIRONMENT – Level 9-1 – 5 points
The employee typically works indoors in a typical office setting. 

Total 955 = GS-2005-5 (855-1100)

