Position Description

	PRIVATE
PD#:01421
	
	
	
	Replaces PD#: AQ02326

	Shred: Varies
	
	Supervisory General Supply Specialist
	
	

	
	
	GS-2001-13
	
	


	PRIVATE
Installation:
	Varies
	
	Major Command: Varies
	

	
	
	
	Region: Varies
	



Citation 1: OPM PCS General Supply Series, GS-2001, Jul 92
Citation 2: OPM General Schedule Supervisory Guide, Apr 98
Citation 3: OPM GEG / Supply Positions, Jul 92

PD Library PD: No
COREDOC PD: No

Classified By: 
Classification Date: 

	PRIVATE
FLSA: Exempt
	Drug Test Required: 
	CIPMS PD: No

	Career Program: 13
	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: 13

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



SUPERVISORY CONTROLS

Works under general supervision of the Director Installation Resource Center. Fort Myer Military Community (FMMC). Supervisor provides assignments in terms of broad objectives to be met and the scope of services to be provided. Guidelines are available as established agency and/or local policies, procedures, and regulations, and instructions that require mature judgment in appropriate selection and adaptation to accomplish assigned support service functions. Recommends solutions to complex and unprecedented problems affecting higher echelon policies and are discussed with the supervisor prior to implementation.

MAJOR DUTIES

Serves as Chief of the Supply Division with responsibility for planning, directing, coordinating and reviewing all activities in accomplishing the functions of the Division. Serves as technical advisor to installation regarding supply activities. Serves as Installation Property Book Officer, oversees the operation and maintenance of 5 automated property books, Installation, Engineer, Housing, Billeting, and (ISSA agreement) Arlington National Cemetery (ANC). Combined valued of 16+ million dollars.

Administers and manages the FMMC Supply Program. Manages an overall supply program to include requisition determinations, procurement, stock control, issue, and disposal and accountability. Ensures proper management and operation of all automated logistics system. 
Independently plans, organizes and carries out projects and studies that relate to all aspects of a supply function. Operations involve fast turnover of high popularity items with complicating features such as being hazardous, perishable, extremely fragile, requiring continuing security procedures or specialized storage methods to adequately safeguard the material; common use and commercial-type items.

Is responsible for accomplishment of projects and studies that require the use of methods and techniques for which established guidelines and procedures are lacking. Resolves problems for which guidelines and procedures are inadequate. Coordinates with other agencies and organizations to resolve problems or controversial issues such as turn in of contaminated materials when requirements of one conflicts with or is inconsistent with DA policy. Interprets such policies and relays to other activities involved.

Responsible for the provision of supply and support regarding the uniform application of supply administrative and operating policies. Supplies, expendable property and equipment, controlled expendable items, and fixed assets are encompassed under overall property and supplies. Plans and formulates program execution of varied and complex supply management elements. Serves as technical expert and advisor for all supply activities. Make decisions as necessary to accomplish tasks. Determines and programs long range requirements based on quantity and monetary considerations. Develops budget reflecting expected expenditures. Develops supply management data, establishes realistic levels and adjusts levels as dictated by supply and demand based on special and comparative supply and demand studies.

Conducts intensive study and analysis on new procedures, ways and methods to improve the FMMC supply procedures and functions. Responds to inquiries and or findings and implements action as a result of recommendations made by authorized visiting personnel, i.e., inspection teams, etc.

Develops and reviews designs and layout of storage and issue facility. Conducts studies to explore potential improvements in procedures. Determines suitability and plans layout of covered and open storage areas for common-use, commercial-type and special items. Studies and revises existing procedures for receiving, warehousing, document control and issuing. Installs new or revised procedures to improve efficiency of operation.


Serves as a specialist for all FMMC customers in technical questions involving supply operations and requirements. Edits funding requirements and resolves problems addressed by the Garrison Commander and or other FMMC customers. Works closely with auditors, inspectors, GSA, OCE, MDW MACOM and other major command personnel, commercial firms, and representatives of other organizations. Represents the organization in conferences with private industry and other representatives.

Plans and directs operations to assure timely accomplishment of assigned workload. Make recommendations for changes in organization structure, staffing levels, and work methods as deemed necessary to achieve more effectiveness and economy of operations.


Secures fund data and authority for the preparation of contract purchase, charge account and explains procedural requirements for such actions. Reviews operating procedures and makes improvements where needed. Solves significant problems in varying supply operations. Advises personnel on ways to resolve problems and plan for anticipated changes. Provides instructions when new or unusual problems are encountered.

Plans and directs the assigned functional operating programs. Studies, researches and interprets general directives and regulations from higher echelon relating to the management of Training and Safety Programs. Develops and devises appropriate methods, procedures and assists in establishing objectives and controls to accomplish program requirements. Provides leadership and guidance to subordinate supervisors in development of civilian personnel and in determining personnel, equipment and other requirements for work accomplishment. Ensures that adequate internal control systems are developed and operative so that Government resources are efficiently and effectively managed.

Responsible for personnel management and pay, for selection or participation in the selection of employees, and is committed to equal employment opportunity. Assigns, reviews, and approves work, and evaluates employee performance. Determines, plans, provides for both long-range and short-term training; and assists employees in career development. Recommends personnel actions and performance based awards approves leave, and maintains good employee communications and relations. Keeps employees informed, counsels employees, when necessary or requested, and administers constructive discipline for minor disciplinary actions. Reviews and advises on complaints and grievances. Responsible for implementation and enforcement of all safety rules, regulations, and directives applicable to the work supervised.

Performs other duties as assigned.

NOTE: This position has oversight of a contract/MEO staff.  

It is the responsibility of this position to ensure the work performed in this work center is in accordance with contract/MEO documentation.  Discrepancies will be reported to the QAE/COR for resolution.

12.89% of this position’s time will be directed towards the management/oversight and quality control of the contract/MEO staff, as appropriate. 

Need to address director responsibilities regarding MEO across FMMC


Factor 1 Scope of Work Directed Level 1-2 350 Points

Directs work of an organizational segment engaged in supply and administrative service programs, facilities and services management, and personal property maintenance. The work directed is administrative, technical, complex clerical or comparable in nature and is in direct support of the Fort Myer Military Community.

Factor 2 Organizational Setting Level 2-1 100 Points

Position reports to the Director Installation Resource Center. The Director reports to the Garrison Commander. Therefore, in accordance with the Supervisory Grade Evaluation Guide, it is determined that this supervisory position reporting to such, is treated as if reporting to one level below the Garrison Commander.

Factor 3 Supervisory and Managerial Authority Exercised Level 3-3 (Level 3-2c + 3-3b) 775 Points

Incumbent plans, organizes and implements work on a regular basis; determines workload priorities, distribution, processing and review; and assures that the quality and quantity of work performed are acceptable. Develops performance standards. Evaluates work performance of subordinate supervisors and is reviewing official on evaluations of non-supervisory employees rated by subordinate supervisors. Makes or approves selection for subordinate supervisory positions. Make decisions on non-routine or cost training needs. Make decisions on work problems presented by subordinate supervisors and team leaders. Recommends selections for subordinate supervisory positions and for leader positions that coordinates the work of others. He determines whether contractor performance work standards were adequate and authorizes payment. Approves expenses comparable to within-grade increases, extensive overtime and employee travel. Recommends awards of bonuses for non-supervisory personnel and changes in position classification, subject to approval by higher level supervisors. Finds and implements ways to eliminate significant bottlenecks and barriers to production and promotes team building. Provides advice, counsel, or instruction to employees on both work and administrative matters. Hears and resolves complaints from employees, referring group grievances and more serious unresolved complaints to supervisor. Effects minor disciplinary measures such as warnings and reprimands, recommending other action in more serious cases. Identifies developmental and training needs of employees, providing or arranging for needed development and training. This position also meets the managerial authorities and responsibilities outlined for level 3-3b in the SGEG.

Factor 4 Personal Contacts Sub-factor 4A Nature of Contacts Level 4A-1 25 Points

Contacts are with subordinates within the organization supervised, with other functional division chiefs, FMMC customers, FMMC senior staff, Garrison Commander, and MACOM Staff. Contacts are typically informal and occur in person at the work place of those contacted, in routine meetings, or by telephone.

Sub-factor 4B Purpose of Contacts Level 4B-2 75 Points

Purpose of contacts is to ensure services and supply information provided to outside customers is accurate and consistent; plans and coordinates the work directed with that of other FMMC activities and with external customers; provides training, advice, and guidance to subordinates and resolves differences among supervisors and others.

Factor 5 Difficulty of Typical Work Directed Level 5-6 800 Points

Based on the inherently difficult automated logistics systems requirements and the associated managerial workload, the highest qualifying level of non-supervisory work directed would be GS-12 and constitutes in excess of 25% of the workload.

Factor 6 Other Conditions Level 6-4 1120 Points

The incumbent directs, supervises, and oversees work through coordination, integration, and consolidation of administrative, technical and support work. Supervisor has full and final technical authority over the work. Supervisor directs the subordinate supervisor of the supply technician staff in substantial supply and services acquisition requirements. Incumbent directs subordinate supervisors who direct substantial workloads comparable to GS-12 position.

TOTAL POINTS 3245 Points

