Job Number:01426

Installation:  Fort Myer Military Community, Supply Division

Standards Citation: Supply Clerical and Technician Series, GS-2005, MAY 1992  

SUPPLY TECHNICIAN

GS-2005-07

Exempt:          N

MACOM:       MDW

Region:           NCR

Duties:

MAJOR DUTIES

Serves as Supply Technician for the Fort Myer Military Community, Supply Division, with responsibility for the replenishment stock orders and procurement of installation  supplies and equipment in support of all installation units, DPWL shops, and activities. Supply function involves the use of various automated supply systems that facilitates the accomplishment of the overall mission of supply support.  Incumbent(s) direct, analyze, and recommend types of processing actions for requisitions, reallocating, or redistributing materials,  as well as coordinate material support requirements.  Applies judgement and knowledge of the supply systems, programs, procedures, work methods, manuals, and other guidelines governing the supply area in providing supply support for installation customers. 

-- Responsible for technical management of material support functions in stock control and accounting, inventory control, and financial management.  Establish stock levels and replenishment needs.  Maintain awareness of inventory status in order to know changes in demand, fund and market conditions, lead time, delivery schedules, fluctuations on seasonal items or changes in customer patterns and new equipment which could create new supply requirements.  Uses IMPAC card to procure supplies after determining if more feasible to buy locally or centrally or whether to authorize depot stocks.  Review operational information obtained from different supply systems, identify problem areas and take corrective action necessary to bring program into compliance with policies and procedures.  Through use of an automated supply systems. Monitor usage transactions, track the timing of reorder actions, and verifies cost changes. Determine disposition of new receipts and investigates discrepancies in shipments and effects corrective actions as required. 40%

-- Determine, initiate and coordinate required actions by establishing and maintaining liaison with supply customers , vendors, federal supply sources, commercial supply sources and other planning organizations to schedule or advise as to timing of procurement, delivery or emergency transportation. 20%

-- Screen incoming requisitions for proper identification of items, accuracy of National Stock Numbers and other miscellaneous inquiries concerning unit of issue, management codes, parts information and similar information.  If information provided is inadequate, incumbent(s) screen reference files, supply catalogs, technical bulletins and manufacturers' catalogs and other various listings in order to obtain or correct stock numbers or to find authorized substitutes for stock items.  Incumbent(s) resolve conflicts in customer descriptions of required items, and advises about alternative acquisition. 

Ensure physical receipt and custody of material to include inspection, stock selection, and determination of stock level and shipping of material.  Participates in inventory process, conducts investigations to determine causes of inventory discrepancies by checking stock records, e.g. purchase orders, receipts, IMPAC logs and other information.  Compile information necessary for consideration in survey actions relating to loss, damage, or destruction of Government owned property. 40%

Performs other duties as assigned.

Factor 1, Knowledge Required by the Position - FL 1-4 - 550 Pts

Incumbents must possess a through knowledge of governing supply and IMPAC regulations, policies and procedures in order to perform the technical management aspect of material support functions in stock control and accounting, inventory control and financial management.  Must possess technical knowledge of IMPAC processes, and inventory management of the stock record account, especially how to determine stock criteria, demand statistic gathering, analyze requirements and evaluate materiel management procedures and methods.  Must have an understanding of the acquisition process in order to authorize procurement of materials.  Using practical experience and familiarity with supply operations, the supply mission of the organization, supply regulations, policies, procedures and directives ensures physical receipt and custody of material to include inspection, maintenance while in storage, stock selection, determination of stock level and shipping of material.  Ability to use automated data processing supply systems, which is required in material control, record and retrieval process.

Factor 2, Supervisory Controls - FL 2-3 - 275 Pts

The supervisor makes assignments in general terms by defining supply objectives.  Incumbent(s) work independently using judgment, discretion and initiative in making decisions and taking actions within the confines of regulatory requirements and delegated authority.  Supervisor is informed regarding unusual deviations from policies and procedures and is kept up-to-date on work progress, major trends and decisions.  Determination and recommendations are normally accepted.  Incumbent(s) is relied upon to plan for and make change in work organization to achieve efficient and economical operations within allowable costs. Completed work and recommendations are reviewed, as required, for accuracy, completeness, adherence to guidelines and soundness of judgment.

Factor 3, Guidelines - FL 3-3 - 275 Pts

Guidelines are in the form of agency policies, implementing directives, manuals, handbooks, supply regulations and locally developed supplements.  Some of the guidelines used include (Policies and Procedures for Property Accountability, Facilities Engineering Materials, Equipment and Re-locatable Building Management, Internal Management Control, Supply Policy Below Wholesale Level, Expendable/Durable Items), Federal Acquisition Regulations and safety regulations such as Hazard Communication Program.  Where guidelines are not specific, incumbent(s) uses own supply experience and judgment in determining course of action to take.

Factor 4, Complexity - FL 4-3 - 150 Pts

Duties involve technical aspects of procurement and supply programs. 

Incumbent(s) must have the ability to conduct fact gathering and analysis of IMPAC transactions in order to prepare technical and administrative reports.  Incumbent(s) must maintain awareness of total inventory status in order to know changes in demand, fund and market conditions, delivery schedules, fluctuations on seasonal items or changes in customer patterns.  Decisions are based on the employee's experience, precedent actions and the priority assigned for resolving different problems.  The methods used to resolve problems are determined by incumbent(s).  The work requires the analytical ability to define or recognize the problems involved, in collecting the necessary data, to establish facts and to take or recommend action after discerning those relationships.

Factor 5, Scope and Effect - FL- 150 Pts

Work involves independently dealing with many problem situations such as having a piece of equipment, e.g., transformer, generator, HVAC requisitioned/procured and delivered in an emergency or urgent situation.  This sort of situation requires researching for appropriate facts, reviewing information, and making recommendations, in some situations, to Branch Chief. In most cases, the incumbent(s) will make the purchase with their IMPAC card.  The results of the work affect the efficiency of the supply operation and program.  In some cases support provided can affect the health of individuals located at the installation.

Factor 6, Personal Contact - FL - 2
-

Contacts are with members of the general public as individuals in a structured setting, e.g., over the telephone with vendors, shop foreman, and inventory control points, procurement or other outside sources.

Factor 7, Purpose of Contacts - FL ? b
FL 6 & 7 = 2b - 75 Pts

Purpose of contacts is to plan or coordinate work, resolve logistical and procurement problems, maintain an effective automated supply system and resolve any complex supply problems.

Factor 8, Physical Demands - FL - 8-1 - 5 Pts

Work is primarily sedentary.  Normally, incumbent(s) sit comfortably to do the work.  There may be some walking, standing, bending, stooping, stretching, and reaching when physically viewing stock in the warehouse or yard environment.  They may carry light items such as papers, printouts, or books.  No special physical demands are required to perform the work.

Factor 9, Work Environment - FL - 9-1 - 5 Pts

Incumbent(s) typically work indoors in an environment involving everyday risks or discomforts which require normal safety precautions typical of such places as offices or meeting rooms. However, when conducting physical inventories, they work in all elements of weather and in conditions with poor lighting. Observance of normal safety practices with office equipment, avoidance of trips and falls, and observance of fire regulations is required.  The area is typically lighted, heated and ventilated.

Total Points = 1485



GS-07 (Point Range - 1355-1600)

