	PRIVATE
PD#:01425 
	
	
	
	Replaces PD#: NEW

	Shred: Varies
	
	INVENTORY MANAGEMENT SPECIALIST
	
	

	
	
	GS-2010-09
	
	


	PRIVATE
Installation:
	Varies
	
	Major Command: Varies
	

	
	
	
	Region: Varies
	

	
	
	
	
	

	
	
	
	
	



Citation 1: OPM PCS Inv Mgmt Spec Series, GS-2010, Jul 92
Citation 2: 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: 
	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: 09

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



MAJOR DUTIES:

Serves as an Inventory Management Specialist for Fort Myer Military Community, Supply Division.  Responsible one or more of a group of commodities, (non-medical), involving analytical, technical, and professional work such as managing, regulating and coordinating, or otherwise exercising control over supplies, equipment, and materiel. Incumbent is responsible for functions such as planning, provisioning and requirements determination, method of acquisition and distribution, accountability, ultimate issue for consumption, retention and/or disposal. Incumbent is familiar with automated records and control systems, materiel substitution criteria, and storage, issue, and disposal/excess procedures.

Conducts supply and demand studies to determine and forecast inventory needs based on requirements such as a knowledge of previous demand history, programs, and operations of utilizing activities, procurement lead time, and current stock levels. (10%)


Computes and analyzes materiel requirements for special programs such as budget, procurement and disposal, planning and initiating actions to obtain materiel, determines and sets stock levels to meet the materiel requirements of using activities. Determines the quantity of items and the funds required to provide materiel support; included are the development, adjustment, and justification of budget estimates and the management of materiel relative to authorized funds. (20%)

Plans and initiates action to distribute and/or dispose of items in excess of required quantity, expired materiel, unserviceable, obsolete or suspended items. Ensures that adequate stock levels are maintained, giving careful consideration to acquisition lead times and other factors that affect the supply system. Reviews issues transactions to ensure that user demand data is realistic. 
Recommends suitable substitutes of excess inventory for requested items. (20%)

Coordinates with other activity procurement personnel in an effort to consolidate orders, make substitutions, or revise requirements. Serves as the point of contact for the exchange of information, planning, coordinating or advising on work efforts and the resolution of operating problems between supply and procurement personnel (technical and professional associates), using activities, central materiel warehouse, and vendors or contractors. (25%)

Prepares and organizes information for special reports, memoranda and correspondence and edits master journal listings. Participates in the investigation and resolution of inventory carried in an in-transit or accounts payable condition. (15%)

Schedules, monitors and reviews assignments of assistant employees for adequacy and accuracy. Provides on-the-job training to employees in accordance with established procedures and practices. Instructs employees in specific tasks and job techniques and provides appropriate instructions, reference materials and supplies. (10%)

Performs other duties as required.

Factors:

1. Knowledge Required by Position, (FL 1-6, 950 points)

Incumbent maintains inventory control records in an automated system for non-medical line(s). Incumbent has a practical knowledge of a wide range of well-established and commonly applied supply principles, concepts, procedures, and techniques. Employee performs recurring kinds of assignments, operations, and/or procedures in providing services and resolving issues and problems of a procedural nature in supply operations and planning.

Incumbent searches for and analyzes information; traces sequences of transactions to resolve questions; prepares entries for supply record systems; provides supply information, reports, and services; and recommends actions to eliminate problems involved in delivering services to supply customers or in implementing policies.

2. Supervisory Controls, (FL-2-3, 275 points)

Supervisor defines incumbent' s scope of responsibility and the objectives, priorities, and deadlines. The incumbent is provided with more detailed assistance in unusual situations, which do not have, clear precedents. Completed work is usually evaluated for technical soundness and appropriateness in relation to the nature and level of supply support required. Techniques used are not usually reviewed in detail.

3. Guidelines, (FL 3-3, 275 points)

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, such as detailed work procedures and directives that supplement agency direction. Incumbent uses judgment in interpreting, adapting, and applying guidelines where there is some overlap or conflict in the levels of support required, or other conditions 
requiring the employees to analyze and develop procedures within the intent of available guidelines. Recommend changes in policy.

4. Complexity, (FL 4-3, 150 points)

The work includes various duties involving different and unrelated processes and methods, practices, techniques, or criteria. Employees compile, analyze, and summarize information relating to the designated supply requirements; develop plans for approaches that may be taken in resolving questions; define stock levels and frequency of reordering.

Recommendations involve implementation of specific supply actions and the application of standard methods, techniques, and programs. They are based on factual information such as funding available, minimum regulatory requirements, and delegated authorities.

5. Scope and Effect, (FL 5-3, 150 points)

The incumbent's work involves resolving a variety of conventional supply problems, questions, or situations. The employee monitors established supply systems and programs, or an assigned block of activities in one of the technical supply areas, performs independent reviews, and/or recommends actions involving well-established criteria, methods, techniques, and procedures. Work affects operations at Fort Myer Military Community.

Incumbent's work products, advice, and assistance affect the efficiency of established supply operations or specialized programs, and contribute to the effectiveness of newly introduced programs requiring supply support. The effect of the work is primarily local in nature, although some programs may be part of multi-facility or nationwide program operations with interlocking supply requirements.

6. Personal Contacts, (FL 6&7, 2-b, 75 Points)

The personal contacts are with employees in the same agency, but outside the immediate organization. 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 immediate installation.

7. Purpose of Contacts

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

8. Physical Demands, (FL 8-1, 5 points)

The work is sedentary. No special physical demands are required to do the work.

9. Work Environment, (FL 9-1, 5 points).

The work environment involves everyday risks of such places as offices, meeting and training rooms, libraries, and residences or commercial vehicles.


Total Points: 1885--GS-09 range is 1855 to 2100.

