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MAJOR DUTIES


Serves as Supply System Analysis, responsible for the financial inventory accounting to users within Supply Division at Fort Myer Military Community.  Applies a comprehensive knowledge, obtained through experience and study of regulatory guidance, operations, and procedures.

-- Reviews, analyzes, and conducts studies on financial aspects of Supply activities. Receives and reviews various printouts, suspense accounts, reports and other financial data pertinent to supply activities. Evaluates such data for adequacy, effectiveness and economy of operations. Provides systems users with advice and guidance in deficient areas. Ascertains improvements which may be effected by changing operations, elimination of duplicate or nonessential steps, establishment of controls to prevent errors and assure meeting of imposed deadlines, etc. Participates in planning and development of supply accounting operations, including management and maintenance of various automated supply (STAMIS) systems e.g. Standard Army Retail Supply System (SARSS), Defense Property Accounting System (DPAS), Fuel Automated System (FAS), AFMIS-Army Food Management Information System and IFS-M Supply Module. Incumbent works closely with counterparts within FMMC, MDW, propionate project managers and their staff to resolve unusual system problems. Prepares special reports as required. Reviews and interprets guidance and information from higher headquarters; develops implementing guidance and instructions for operating elements.  35%

-- Works closely with Accountable and Property Book Officers and their designees in perfecting financial inventory systems in their areas of responsibility, and promotes understanding and effective application of financial inventory accounting system and related policies and procedures. Develops and coordinates the publication of installation policy and procedure in financial inventory accounting. Monitors installation of new and/or supplemental procedures. Analyzes and evaluates special and recurring logistical and financial reports. Consolidates and prepares, as required, supply reports, and other recurring and non-recurring logistical reports for adequacy and accuracy; initiates corrective actions. Periodically reviews problems area to assure that corrective actions have been taken.  30%


-- Serves as functional manager and approving official for the International Merchant Purchase Authorization Card (IMPAC) program within Supply Division, providing training on policy, procedures and guidance regulating the acquisition of micro-purchases through the use of the IMPAC within the FMMC.

Insures all actions on monthly statements have been authorized and adherence to appropriate acquisitions procedures followed, before approving and certifying. Checks daily, weekly, monthly, and quarterly output to ensure that all corrections and changes are processing correctly.  30%


-- Administers contracts for rental and maintenance of equipment (forklifts, material handling, and storage aids, etc) and textiles (clothing). Manages the contracting process from initiating requests, contract liaison and contract administration. Works closely with contractors and the contracting officer to insure that all contract specifications and or requirements are met. Prepares receiving reports, authorizing payment through Defense Finance and Accounting Service (DFAS). Assists the budget analyst in managing the billing and receipt process for supplies and services.  5%

Performs other duties as assigned.

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION: Level 1-6 950 PTS

Practical knowledge of supply concepts, the supply system, program requirements and regulatory guidelines.

Knowledge of major logistical subsystem, e.g. Standard Army Retail supply system (SARSS), Defense Property Accounting System (DPAS), Fuel Automated System (FAS), AFMIS-Army Food Management Information System and IFS-M Supply Module Supply System, to include transactional guidelines and regulatory requirements. Ability to gather facts, analyzes information, and recommends action on supply problems.

FACTOR 2. SUPERVISORY CONTROLS: Level 2-3 275 PTS 


Receives general supervision from Supply Management Officer.  Who provides scope of assignment and establishes objectives to be accomplished, furnishes advice and guidance on problems anticipated or encountered and is available to interpret policies, procedures, systems, and provide official guidance and reviews work for completeness and soundness of conclusions and recommendations.

FACTOR 3. GUIDELINES: Level 3-3 275 PTS

Guidelines are established by DA regulations, DA policies and Federal and State Laws. The incumbent must be knowledgeable of regulatory guidance and standard business practices governing standard procurement and inventory management actions and must be able to apply them to the Installation supply operations. The incumbent must be familiar with MILSTRIP (Military Standard Requisitioning and Issue Procedures) and be able to use his or her own judgment to select appropriate means of requisitioning, issuing, reporting and managing stocked and non-stocked, standard and nonstandard items. Incumbent must be able to resolve normal inventory management or procurement problems. Unusual requirements or problems will be referred to the supervisor for guidance.

FACTOR 4. COMPLEXITY: Level 4-3 150 PTS

The work involves development and analysis of supply management indicators, comparing ADP systems pinpointing causes of errors within the multi-ADP system, sorting complex error shortfalls, providing visible interrelationship of subsystems involved for causal error correction. These error deviations are based upon inter-system interfacing mismatch or drop.

FACTOR 5. SCOPE AND EFFECT: Level 5-3 150 PTS

Providing accurate and timely supply management indicators to be utilized in the management of the Army Single Stock Fund program at FMMC, Supply Division.  Resolving the variety of problems and answering questions related to the Army Single Stock Fund Program result in common analysis of stock items with the supervisor. The checks for accuracy made by the employee during various program stages, and the constant validation of logistical ADP input data facilitate the adequacy of the logistical system.

FACTOR 6. PERSONAL CONTACTS: Level 6-2 45 PTS

Contacts are with higher headquarters, item managers, finance and accounting personnel, supply support unit, property control personnel and activity financial managers.


FACTOR 7. PURPOSE OF CONTACTS: Level 7a 45 PTS

Contacts are for the purpose of resolving problems, providing services on customer inquiries, establishing regulator planning requirements, analyzing indicators to be utilized in the management of the single stock fund.

FACTOR 8. PHYSICAL DEMAND/EFFORT: Level 8-1 5 PTS

Work is sedentary in nature.

FACTOR 9. WORK ENVIRONMENT/CONDITIONS: Level 9-1 5 PTS

Work is performed in an office environment. Some visits to the installation activities area will be required to gather or provide information.

Total Points: 1900  (GS-09=1855-2100).

