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Citation 1: OPM PCS Supply Cler & Tech Series, GS-2005, May 92

Citation 2: OPM PSC GEG for Office Auto Nov 90

PD Library PD: No
COREDOC PD: No

Classified By: 
Classification Date: 

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

	Career Program: 00
	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: 06

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



MAJOR DUTIES

-- Serves as a Supply Technician for the Fort Myer Military Community, Supply Division and performs clerical work in the documentary control of receipt, transfer, replenishment, adjustment and/or issue supplies materials and equipment. Makes decisions and recognizes problems relating to such determination as the need for stock review, detection of discrepancy, causes and adjustments required for stock balances conflicting with inventories, and the acceptance or rejection of material received. Inputs, updates, retrieves, and modifies data/records i.e., requisitions, call outs, purchase orders, obligations, inventory adjustments, commitments and deletions in various automated supply systems.  Processes stock control functions which perform the job of source of supply, aged orders, reorder reports, budget reports and other system generated reports designed to manage financial inventory accounting and control supply procedures.   25%


-- VISA Credit Cards. Makes credit card purchases of a variety of supplies of a line item value of up to $2500. Contacts vendors by telephone and orders supplies, equipment and services authorized for local purchase. Purchases are made for, but not limited to the following shops: plumbing, electric, heating, refrigeration/ kitchen equipment, boiler plant, sanitation, preventive maintenance, sheet metal, carpentry, painting, packing and crating, entomology, heavy equipment, roads and grounds. Purchases require knowledge of terminology peculiar to the trades involved. Most purchases are made by telephone and are based on considerations of price, delivery dates, discounts, etc.  25%

-- Receipt Control. Processing receipt transactions for material being received by contract, local purchase, and similar means. Reviews packing lists, receiving documents, bills of lading, inspection reports, and other actions for material receipts against contract and/or purchase orders to verify accuracy of stock identification, quantity, costs and other pertinent data. Prepares material receipt documents for those receipts having no major discrepancies. Investigates receiving documents involving discrepancies such as overages exceeding contract clauses, shortages, quantities, substitutes, non-specification items, and similar actions. Examines contract files, authorizations and changes, inspection reports, pricing guides and other activity files; contacts inspection, purchasing, and other organization personnel to obtain data relative to discrepancies. Accepts or rejects material that can be resolved based on investigations and interpretation of data available in files and in accordance with standard procedure. Provides needed data for the receipt of stock by account and furnishes information to other personnel for continuation of investigation of discrepancies. Forwards copies of receiving transactions to purchasing, fiscal and other activities for completion of filling, funding and accounting actions. Conducts extensive research for required information and supply transaction (e.g., unidentified shipments, drop shipments, substitute shipments, etc.) 25%

-- Perform Stock Level Maintenance. Conducts preliminary investigation for items of an urgent demand or critical nature and takes appropriate action to reflect findings on stock records. Researches actions emanating from the data processing system. Review records for possible substitution, replacement of items, utilization of special stock, etc., and makes recommendations accordingly. Requests revisions of requisitioning objectives and recommends local purchase when considered applicable. Reviews correspondence from procurement activities concerning unavailability of items, late deliveries, etc., and determines action to be taken. Reviews past demand data to make preliminary determinations on replenishment of stocks. Conducts investigation of data relative to stock leveling. Review records to determine current status of items. Initiates disposal actions and stock level changes of slow moving or dormant items.  25%

Performs other duties as assigned.

1. Knowledge, Factor Level 1-3 350 Pts

Knowledge of established policies, procedures and regulations relating to the structure of the local supply organization and the organizations serviced. Incumbent performs the full range of documentary control supply functions such as requisition, acquisition, receipt control, replenishment and/or issue of stock or property items.

Knowledge of established supply software systems, (i.e., SARRS, STANIS, IFS). 

2. Supervisory Controls, Factor Level 2-3 275 Pts

Incumbent works under general supervision of the supervisor. Works independently handling problems and deviations, and making decisions. Supervisor delegates authority to make decisions. Work is reviewed for accuracy, completeness, and compliance with policies, procedures and regulations.

3. Guidelines, Factor Level 3-3 275 Pts

Guidelines used may not be completely applicable or have gaps in specificity. Incumbent follows established methods and procedures in interpreting and adapting guidelines (such as supply regulations and manuals). Supervisor defines objectives within established guidelines and is available for advice on unusual problems encountered.

4. Complexity, Factor Level 4-3 150 Pts

Position requires performance of unusually complicated or difficult duties where the decisions depend on analysis of issues involved. Incumbent performs duties that involve related steps, processes, or methods, including work such as routine aspects of technical supply management functions in support of a specialist. Incumbent decides course of action from among options related to the specific assignments.

5. Scope and Effect, Factor Level 5-3 150 Pts

Incumbent handles a variety of supply related situations which require extensive research, review of information and recommendations. Work is performed in conformance with established guidelines and affects the adequacy of local supply operations and other organization.

6. Personal Contacts, Factor Level 6-2

Contacts are within the immediate organization, contracting office, systems analysts, vendors and customers.

7. Purpose of Contacts, Factor Level 7-b

Purpose of contacts is to plan, coordinate, or advise on work efforts and to resolve problems by clarifying discrepancies on transactions and inventories.

POINT VALUE - (6&7 75 Pts)

8. Physical Demands, Factor Level 8-1 5 Pts

Duties are primarily sedentary; may be some walking, standing, bending, or carrying of light items.

9. Work Environment, Factor Level 9-1 5 Pts

Work is performed within an office setting where area is adequately lighted, heated and ventilated.

TOTAL POINTS = 1285  (GS-06=1105-1350).

