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Citation 1: OPM PCS Dispatching Series, GS-2151, Feb 63
Citation 2:  OPM GLG/Clerical & Asst Work, Jun 89
PD Library PD: No
COREDOC PD: No

Classified By: 
Classification Date: 


	PRIVATE
FLSA: NonExempt
	Drug Test Required: 
	CIPMS PD: 

	Career Program: 
	Financial Disclosure Required: 
	Acquisition Position: 

	Functional Code: 
	Requires Access to Firearms: Varies
	Interdisciplinary: 

	Competitive Area: Varies
	Position Sensitivity: Varies
	Target Grade/FPL: 04

	Competitive Level: Varies
	Emergency Essential: Varies
	Career Ladder PD: 



SUPERVISORY CONTROLS

Receives general supervision consisting of guidance on new or revised procedures, policies, and operational requirements- Receives advice and assistance from supervisor on disposition of unique or unprecedented requests regarding transportation services. Work is subject to a general review for timely and effective accomplishment and adherence to established procedures, practices, and policies. Records and reports are spot-checked for accuracy and adequacy and adherence to regulations.

MAJOR DUTIES
 
Serves as Motor Vehicle Dispatcher for all assigned vehicles, including buses sedans, vans, and trucks.  Dispatches vehicles to accomplish movement-of personnel, cargo, or for other specified purpose in support of installation activities, tenants and other authorized users;


Plans for, schedules, and dispatches vehicles to accomplish authorized transportation service requested. These include standing and special commitments and daily recurring type requests received by telephone. Receives and evaluates telephonic requests. Receives and evaluates telephonic and written requests as to validity, requirements, and relative priority for accomplishment. Determines if services can be provided, conferring with supervisor for approval of requests denied. Determines appropriate type transport and configuration for dispatch based on requirements submitted. Assigns vehicle on basis of request and equipment available; makes substitutions when equipment is deadlined for repairs or scheduled for maintenance services. Consolidates requests where possible. Revises scheduled commitments in accordance with established priorities when unscheduled changes are required (i.e., vehicle breakdown, etc.). Confers with and/or provides information to supervisor regarding availability of vehicles and drivers in determining if written or oral requests for services of a unique or non-routine purpose can be handled. Recall vehicles from user activities for scheduled maintenance, and provide substitute vehicles where possible. (65%)

In dispatching vehicles, assures that assigned and user drivers-are qualified for vehicle-assigned or requested. Prepares and issues trip ticket and provides, along with Vehicle Log Book, general instructions covering route and destination, requirements, unusual traffic or weather conditions, and security and other procedures covering personnel or cargo movement. Relays messages and instructions from supervisor. Reviews trip tickets and log book to ascertain if operator is performing required maintenance and has entered destination, time of arrival and departure, mileage, load carried, hours in use, miles traveled, quarts of oil issued, as well as to note any deficiencies in vehicles and to take necessary corrective action.  In event of road breakdown, dispatches other vehicles or wrecker. (35%)


Drives a government vehicle when required. Completes trip tickets and preventative maintenance service records and performs driver's maintenance in accordance with established rules and regulations- fills out driver's accident report in case of accident.

Performs other duties as assigned.


Incumbent is subject to shift rotation and emergency recall, as determined by the supervisor.

POSITION EVALUATION STATEMENT

I. REFERENCES: a. OPM Series Def.: GS-2151, Feb 63
b. OPM Grd Lvl Gd for Cler/Asst Wk, June 89

II. GRADE DETERMINATION: The position is graded by reference Ib.

Nature of Assignment: The work involves determining quantities and type of vehicles required to provide minimum essential transportation service to area of responsibility based on request. Receives requests for transportation services and determines validity, type of vehicles requested and possible substitutions. Completes daily and monthly reports from log books and dispatch sheets. Maintains individual trip tickets assigned to each vehicle. Incumbent must have a detailed knowledge of the Fort Myer Military Community and the National Capital Region and of the capabilities and characteristics of each type of vehicle in the fleet. This work meets the GS-04 level in reference Ib where work consists of performing a full range of standard clerical assignments and resolving recurring problems. Work consists of related steps, processes, or methods, which require the employee to identify and recognize differences among a variety of recurring situations. The work requires some subject-matter knowledge of an organization’s programs and operations. The work exceeds the GS-03 level in that it involves a variety of situations and requires some subject matter knowledge. The GS-05 is not met because it does not include a variety of nonrecurring problems or work with unrelated steps, processes or methods. GS-04 level is assigned.

Level of Responsibility: The supervisor makes written and/or verbal work assignments. The employee uses initiative to complete work in accordance with accepted practices and little assistance is given with recurring assignments. Procedures for doing the work have been established and a number of specific guidelines are available. The employee uses judgment in locating and selecting the most appropriate guidelines, references and procedures. The employee makes minor deviations to adopt the guidelines in specific cases. This is an exact match to the GS-04 level in reference Ib. GS-04 is assigned.

Conclusion: Both factors are at the GS-04 level, therefore GS-04 is the final grade assigned.

IV. JOB CLASSIFICATION:

a. Justification of Title/Series: The incumbent performs work involved in dispatching or scheduling of motor vehicles used for the transportation of passengers, equipment and supplies. Duties are mainly of a clerical nature and involve assigning vehicles, keeping records and reports, and providing route and destination information and instructions to the drivers. These duties meet the series definition of reference IAW. Titling is IAW reference Ia.

b. Title, Series, and Grade: Motor Vehicle Dispatcher GS-2151-04

V. FLSA DETERMINATION: This position is NONEXEMPT as specified in 5CFR 551.203a which nonexempts any position at GS-4 or below.

VI. MERIT PAY DETERMINATION: NA


