Position Description

	PRIVATE
PD#: 01041
	
	
	
	Replaces PD#: 

	Shred: Varies
	
	SERVICES ASSISTANT (OFFICE AUTOMATION/COR) 
	
	

	
	
	GS-0303-07
	
	


	PRIVATE
Installation:
	Varies
	
	Major Command: Varies
	

	
	
	
	Region: Varies 
	

	
	
	
	
	

	
	
	
	
	



Citation 1: U.S. OPM PC Misc. Clerk & Assist. Series, 1/79

Citation 2:  Office Automation Clerical & Assist. Series

Citation 3:  Grade Level. Guide for Clerical & Assist., 6/89
Citation 4:  Grade Eval. Guide, G-326, 1190

Classified By: 
Classification Date: 


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

	Career Program: 
	Financial Disclosure Required: No
	Acquisition Position: No

	Functional Code: 
	Requires Access to Firearms: No
	Interdisciplinary: No

	Competitive Area: DD
	Position Sensitivity: 1
	Target Grade/FPL: 07

	Competitive Level: .02 
	Emergency Essential: N
	Career Ladder PD: 



MAJOR DUTIES

1.  Serves as the Contracting Officer’s Representative (COR) for the initiation or request for establishment or renewal of Blanket Purchase Agreement, requirement contracts or fixed price contracts for maintenance of typewriters, safes, sewing machines, faxes, copiers, fuel pumps, etc, for Fort Myer Military Community (FMMC) customers and other supported activities.  Processes requests from customers and other supported activities.  Processes requests from customers for the repair and/or service of assigned equipment and process the requirement to vendors based upon the type of machine and the contract.  For agreements with more than one contractor, balances the workload to ensure that contractors get an appropriate share of repair business, and to balance the remaining funds for each agreement.  Upon completion of repair, receives and approves vendor invoices for payment and forwards to appropriate office for payment.  50%


2.  Operates personal computer to make entries, retrieve data and maintain accurate records of supported automated data processing equipment, office machines and other equipment.  Establishes and maintains purchase order and Blanket Purchase agreement files and a density listing for all machines under FMMC, creating, maintaining and retrieving files; edits and reformats files; searches files and records; stores and extracts material; and generates cumulative, statistical, tabular and narrative report; etc.  20% 


3. Provides input into the budget for maintenance of the office and other machines and equipment for which responsible.  Provides estimates based upon such factors as past years funds obligated, machines which will be off warranty, and other factors by making inquiries through computer data maintained by the incumbent.  Provides this information through organizational channels to be used in developing budgets for machine and equipment repair for FMMC.  20%

4.  When authorized by the Contracting Officer (KO), utilizing technical knowledge of COR duties, serves as the assistant/alternate COR for maintenance and service contracts administered by the Installation Service Center (ISC), Contract Management Division.  5%

5.  Assists the CORs in conducting required inventories of government furnished equipment (GFE) and contractor acquired property (CAP) which is hand receipted to the contractors.  Assists and advises CORs in preparation and processing of relief documentation concerning lost, damaged and/or destroyed government property and equipment.  5%


Performs other duties as assigned.

FACTOR 1.  Knowledge Required

Utilizes knowledge of equipment support requirements of various organizations within the Fort Myer Military Community, to provide support for the maintenance of assigned equipment and to solve service problems that arise.

Knowledge of the procedures for requesting contracting support for the various categories of machines and equipment for which responsible.  Applies an understanding of purchase request procedures, and the forms and other documentation necessary to obtain contracting support.

Knowledge of automated data processing system (personal computer), word processing and various software in order to build data bases on machine and equipment, to prepare memo and letters, purchase requests, reports, etc.  

FACTOR 2.  SUPERVISORY CONTROLS.

Works under the supervision of the Chief, Contract Management Division, who make general assignments and depends on the incumbent to perform day to day duties on own initiative.  Performance is reviewed and evaluated in terms of effectiveness and adequacy of assistance and support provided to FMMC.  Continuing assignments are usually performed with considerable independence.

FACTOR 3.  GUIDELINES

Guideline include organizational policies and work directions, manuals, regulations governing purchasing procedures, contract term, computer software, etc.  The incumbent use judgement in selecting the appropriate guide and interpreting and adapting it to specific cases or problems.

FACTOR 4.  COMPLEXITY

Work consists of duties that involve related steps and methods while performing technical functions in serving as the COR for assigned machines and equipment.  Uses judgement to determine what to do by recognizing the differences between recognizable situations and conditions, choosing a course of action to complete a specific problem.  The incumbent is expected to maintain agreements and close coordination with providers who perform work called for in the agreements.

FACTOR 5.  SCOPE AND EFFECT

The purpose of the work is to perform duties involved in obtaining services of providers to maintain and repair office machines, faxes, typewriters, steam presses, sewing machines, fuel pumps, safes, etc., through contracting procedures.  Proper and timely service on the various equipment ensures that offices and organizations of the FMMC have the necessary support equipment to perform their mission in a timely and effective manner.  The incumbent make recommendations to the supervisor and to the supporting contracting office to change procedures to improve service by vendors.

FACTOR 6.  PERSONAL CONTACTS AND 7.  PURPOSE OF CONTACTS

Contacts are with employees within and outside the organization.  Contacts are not established on a routine basis, with the purpose of each contract being different, such as requests for service for the repair of equipment, or the resolution of a complaint about the failure of a contractor to perform according to specifications of the specific contract.

Contacts are made to obtain information required to contact a vendor for repair of equipment, monitor progress for completion of the repair, and verification that the repair has been satisfactory regarding contractor performance.

FACTOR 8.  Physical Demands

Work is primary sedentary.  The employee may sit comfortably to do the work.  There may be some walking, standing, bending, carrying light items such as papers, books or files.  No physical demands are required to performance the work.

FACTOR 9.  Work Environment

The employee typically works indoors in an environment involving everyday risks or discomforts that require normal safety precautions typical of such place as offices. 

