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Installation

Installation:

U.S. Army, Military District of Washington, Fort Myer

Military Community, Fort Myer, VA

Standards Citation 1:
USOPM: Grade Evaluation Guild for Supply Positions


     Citation 2: OMP PCS General Supply Series, (9/14), Jul. 1992 (TS-117) Series

Title:


GENERAL SUPPLY SPECIALIST

Occ Series:

2001

Pay Plan:

GS

Grade:


09

Exempt:

Y

MACOM:

MDW

Region:

NE

Duties:


MAJOR DUTIES

Serves as Hand Receipt Manager for the Installation Property Book Officer, supporting 5 property books (Installation, Engineering, Housing, Billeting, and Arlington Nation Cemetery (ISSA), for the Military District of Washington (MDW), Fort Myer Military Community (FMMC).

Incumbent provides management and technical support of Property Management functions for Military District of Washington, Fort Myer Military Community (MDW, FMMC).  Responsibilities include, but are not limited to supply, property accountability, authorization, acquisition, receiving, distribution, storage, utilization, maintenance, reutilization, and disposal.  Administers local property management systems, programs and policies consistent with system-wide practices for property management.

-- Responsible for the management, administration and maintenance of the Defense Property Accountability System (DPAS) and or Housing Operations Management Systems (HOMES).  Keeps current on the status of the DPAS and or HOMES program(s) and of problems arising in connection with attainment of program objectives. If required implements corrective action to prevent complications, delays, etc. Provides support for MDW and FMMC formal property accountability and maintains records that show current value of property record, item identification, authorizations, on-hand balances, property condition, and location of all non-expendable and other specially designated property.  Maintains voucher registers and voucher files to support property record.  Assists in the maintenance of property accountability until transfer to another accountable officer or is dropped from accountability as result of reports of survey action.  Assures a 100% physical verification of property assigned to MDW and FMMC annually. Manages the equipment TDA.

-- Updates hand receipt accounts to reflect movement of property to, within, and from hand receipt account areas.  Assures 100% physical inventory of all personal property listed on Hand Receipt Holder (HRH)accounts is conducted annually by HRH's. Reconciles HRH account findings with property record. 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.  Administers report of survey processed for lost, stolen, or damage property.  Provides follow-up on reports of survey as needed and finalizes documents to support removal from accountability.  Performs periodic system analysis to determine adequacy of MDW and FMMC procedures and methods in requesting authorizations, receiving, record keeping, issuing, storing, maintaining, preserving, re-utilizing and disposing of supplies and equipment.  Serves as primary point of contact concerning MDW and FMMC property accountability and maintenance

issues.   35%
-- Reviews requisitions for proper authorizations.  Verifies whether items requested are available from local stock or excess inventories.  Coordinates issues from local stock and acquires excess from supporting activities.  Maintains file listing of excess property.  Provides authorization for local purchase of items in accordance with local contracting office directives when normal supply channels cannot meet requested requirements.  Implements and interprets supply regulations and directives.  Schedules inventories, workloads adjusting records and effects changes in operation techniques. Assists and advises auditors and inspectors from higher headquarters by explaining overall accountability policies and procedures, apparent discrepancies of information, and deviations from established regulations and procedures.  Responsible for property management operations which include the acquisition; receiving; property accountability; adjustment reports; and processing of excess/surplus property. Responsible for bar coding and regulatory requirements, as well as ADP, personal computers and programming techniques. . 
35%
-- Directs the personal property disposal program for MDW and FMMC. 

Confers and coordinates with representatives of other Corps elements and federal, state, and municipal agencies in matters relating to property disposal.  Develops operating procedures and systems, within the purview of governing regulations, which enhance the implementation of the personal property disposal program with in the MDW and FMMC areas of operation.  Assures that property reported excess by hand receipt holders (HRHs) is reported to the proper agency for screening and disposal instructions, and that the disposal cycle is properly adhered to.  Ensures that disposal instructions received from General Services 

Administration (GSA) is followed and disposal is made expeditiously and properly documented for purpose of accountability.  Assures that excess property transferred to other MDW and FMMC HRH's are properly documented to allow for change of accountability.  Ensures that property, which requires no screening which completes screening with no requirements for reutilization or donation, is advertised for sale, directly donated, turned in to the nearest Defense Reutilization and Marketing Office (DRMO), or destroyed as appropriate.  20%
-- Assists GSA for sale of MDW and FMMC property, reviews all necessary documentation and procedural requirements and assures that all information published in GSA sales catalogs is correct.  Monitors the removal of items from the sales sites, and informs the GSA Sales Section of the status.  Ensures that property is removed from sale site by successful bidder.  Assures that MDW, FMMC is reimbursed for property purchased with revolving funds.  Reviews, verifies, and coordinates all International Merchant Purchase Authorization Card (IMPAC) request and purchases for compliance of property book requirements.      10%

Performs other duties as assigned.     

Responsible for observing all safety rules, regulations, and directives applicable to the work assigned.

Factor 1, Knowledge Required by the Position
Level 1-6
950 Pts
Knowledge of a wide range of well established and commonly applied supply principles, concepts, and methodologies of supply program operations to provide required services and or resolve supply program problems.

Knowledge of established supply systems to evaluate the impact of cost, existing policies and procedures, data processing requirements, and other related considerations.

Knowledge of standardized administrative practices and procedures to effectively conduct studies, review, and evaluate district supply, property accountability, inventory, disposal, and storage program activities.

Skill in applying fact finding and investigative techniques to gather clear-cut factual evidence of compliance with regulatory and procedural requirements.

Factor 2, Supervisory Controls

Level 2-3

275 Pts
Works under the general supervision of the Supervisory General Supply Specialist, who defines the scope of responsibility and objectives, priorities, and deadlines.  Incumbent is responsible for planning, organizing, and implementing procedures for MDW, FMMC, and serviced activities.  Independently accomplishes the work and handles deviations from established procedures and resolves problems that arise in accordance with established practices.  The work typically includes conflicting information or relationships that require investigation and solution by employee to determine appropriate course of action.  Completed work is usually evaluated for technical soundness and appropriateness in relation to program requirements.  

Factor 3, Guidelines



Level 3-3

275 Pts
Guidelines available and regularly used in the work are in the form of agency policies and implementing directives, manuals, handbooks, supply regulations, and locally developed supplements to such guides.  The guidelines are not always applicable to specific conditions or there are gaps in specificity when applying them to specific program requirements.  Exercises judgment in interpreting, adapting, and applying guidelines where there is some overlap or conflict in the levels of support required.  Independently resolves gaps in specificity or conflicts in guidelines, consistent with stated program objectives.  Analyzes the applicability of guidelines to specific circumstances and proposes regulatory or procedural changes designed to improve the effectiveness or efficiency of supply controls.

Factor 4, Complexity



Level 4-3

150 Pts
Employee compiles, analyzes, and summarizes information relating to the specific program requirements; develops plans for approaches that may be taken in resolving questions; defines stock levels and frequency of reordering.  Considers normal acquisition channels, lead time, availability, storage or staging space, frequency of use and documentation requirements in order to provide installation support.  The work requires consideration of program plans, applicable policies, regulations and procedures, and alternative methods of implementing and monitoring supply requirements.  Identifies and analyzes relationships among organizational needs and objectives, costs, and requirements in supply guides and related information sources.  Resolves conflicts in customer descriptions or required items, recommends substitutions, and advises about alternative acquisition approaches.

Factor 5, Scope and Effect


Level 5-3

150 Pts
The work involves resolving a variety of conventional supply problems, questions, or situations.  The employee monitors established supply systems and programs, perform independent reviews, and/or recommends actions involving well-established criteria, methods, techniques, and procedures.  The work products, advice, and assistance affect the efficiency of established supply operations and contribute to the effectiveness of the MACOM's logistics program.

Factor 6, Personal Contacts


Level 2-b

 75 Pts
Contacts are with employees in higher headquarters, employees within the immediate district organizations, field offices, and in other districts and serviced activities. 

Factor 7, Purpose of Contacts


Factors 6 & 7 are combined

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 Pts
The work is sedentary and is usually done while seated at a desk.  Some walking and standing may occur during a normal workday.  No special physical effort is required to perform the work.

Factor 9, Work Environment


Level 9-1

5 Pts
The work is performed in an office type setting.  The work area is adequately lighted, heated, and ventilated.

Total points:  1885, equates to the GS – 9 grade level.  (GS09=1855-2100)

