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Citation 2: OPM Office Automation GEG, Nov 90
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	PRIVATE
FLSA: NonExempt
	Drug Test Required: 
	CIPMS PD: No

	Career Program: 00
	Financial Disclosure Required: No
	Acquisition Position: No

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

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

	Competitive Level:  
	Emergency Essential: 
	Career Ladder PD: No



SUPERVISORY CONTROLS

Works under the general supervision of the Chief, Safety Office. Supervisor assigns work in terms of overall requirements with incumbent often required to exercise a high degree of technical expertise and independence to accomplish assignments within available guidance. Consults directly with managers and supervisors to provide specific program guidance and instructions, Available guidance includes the regulations, policies and directives of this and higher headquarters, as well as those of the Occupational Safety and Health Administration (OSHA), equipment specifications and operating manuals and other technical publications. Supervisor is kept informed of progress and problems encountered and consulted on policy or deviations from standard practices. Completed work is reviewed for compliance with policies and procedures, quality and timeliness.

MAJOR DUTIES

Incumbent provides support to the Installation Safety manager in administering the Fort Myer Military Community's safety programs, with primary emphasis on interpreting safety regulations/policies, administering the accident report program, and conducting safety and occupational health surveys of installation facilities.

1. Interprets regulations pertaining to a wide variety of safety and occupational health programs and functions of the Safety Office  and provides such interpretations to all serviced elements upon request. Keeps supervisor and operation officials informed of changes in the administrative regulations as they affect procedures and operations of the office. Consults with supervisor on policy matters and any issues that represent a significant deviation from established requirements. Advises employees of changes in safety policies and procedures. Prepares and edits a variety of technical and non-technical material, including, but not limited to, correspondence, regulations, bulletins etc. Performs technical research and compiles information and data for incorporation in bulletins. In the absence of the supervisor, or other senior staff members, takes messages and appropriate routine actions based on personal knowledge and/or research. Prepares written replies in response to routine inquires. Maintains and reviews accident prevention plans for all contracts to ensure that an acceptable program is submitted and accepted. Assists in administering safety awareness programs through publication of safety bulletins.  Coordinates a variety of safety-training programs. Provides information and recommendations to managers and personnel on the types of materials available that would best fit their personal protective equipment (PPE) requirements. Reviews, updates, revises and assures adequate distribution of all FMMC safety and occupational health policies and published guidance to reflect the latest information and program, guidance received. 25%

2. Reviews accident reports filed by government employees, contractor personnel and the public. Such reports cover (but are not limited to) disabling injuries, fatalities, motor vehicle accidents, and property damages; identifies causes and possible safety violations. Reviews reports for completeness and compliance with procedural reporting requirements. Follows up on information omitted or misrepresented. Applies a good knowledge of safety and occupational health requirement manuals, i.e., The Army Safety Program and OSHA by verifying that corrective actions taken or proposed, are appropriate. Process accident investigation reports to assure timeliness, adequacy and accuracy. Enters accident report information into database for use by the FMMC Installation Safety Office and/or the MACOM. Extracts and compiles data from reports and historical files into charts, graphs, and tables for, subsequent analysis as well as assures periodic and special reporting requirements are met. Analyzes accident statistics to establish trends and determines corrective actions to control those trends. Prepares information for distribution to supervisors and employees on accident reporting. Assists in investigation of accidents/mishaps. 25%

3. Assists with conducting pre-scheduled and impromptu safety and occupational health inspections at all activities including contractor operations. Evaluates the technical safety aspects of operations involved and ensures compliance with safety codes, procedures, and regulations. Recommends changes in, or inclusion of, certain safety measures and processes, adaptation of various safety provisions, and alternate work methods, techniques. Obtains immediate corrective action of unsafe conditions when necessary. Prepares technical reports on safety inspections and conducts follow up investigations to determine if corrective actions have been taken. Provides technical information and material; develops and disseminates safety promotion material, literature; provides assistance in implementing safety rules and regulations. 20%

4. Continually reviews latest publications of magazines and other bulletins, keeping current on latest innovations of safety equipment and procedures. Regularly creates safety bulletins of seasonal topics i.e., holiday safety, on-and-off-the-job safety, recreational and health hazard safety issues which are distributed to the entire FMMC. Instructs safety classes to include stress management, safe driving techniques, back injury prevention, fork lift operator training, etc. 10%

5. Utilizes office automation equipment to include word processors, databases, spreadsheets, utility programs, etc. Updates, revises, sorts, calculates, and manipulates data in database and spreadsheet applications to meet multiple report formats. Converts database or spreadsheet data into graphs, charts, etc. for standard report formats. 20%

Performs other duties as assigned.


FACTOR I - Knowledge Required by the Position - Level 1-5 750 Points

Knowledge of general administrative practices and procedures enabling the technician to interpret and apply basic standards, criteria, and operating instructions to specific unsafe acts and conditions.

Knowledge of principal inspection and survey techniques sufficient to identify occupational hazards and to determine elements giving rise to mishaps.

Knowledge of basic safety and occupational health principles, common hazards and protective measures, including safety devices, sufficient to provide informal training sessions and appropriate educational materials to employees.

FACTOR 2 - Supervisory Controls - Level 2-3 - 275 Points

The Safety and Occupational Health Manager or higher graded specialist assigns the survey and specifies the nature of the work to be done, complicating factors, past history, and possible problems. Assignments are structured to provide experience in the full range of safety work assigned to the employing organization. The supervisor provides specific instructions and applicable techniques and procedures for new or difficult tasks. Results and recommendations are reviewed for adherence to instructions and standards, completeness of work, and accuracy of conclusions.

FACTOR 3 - Guidelines - Level 3-2 - 125 Points

The guidelines provided the specialist include published safety and occupational health standards, agency manuals, precedent inspection information, standard textbooks, professional literature, and office files. Judgment is required to select applicable technical criteria, guides, or reference material for each specific assignment. Where existing guidelines do not cover the assignment, advice and guidance are available from the supervisor.

FACTOR 4 - Complexity - Level 4-3 - 150 Points

The specialist performs a variety of different assignments including conducting conventional surveys to identify unsafe practices and working conditions to evaluate the nature and characteristics of hazardous exposures, and to recommend measures designed to remedy or correct hazards encountered. Elimination or control of hazards requires the selection and application of the appropriate methods, techniques, or procedures from among many different but conventional alternatives.

FACTOR 5 - Scope & Effect - Level 5-3 - 150 points

The purpose of the work is to survey or inspect a variety of work operations and practices, fire suppression equipment, injury records, and equipment maintenance data to identify and analyze hazards to individuals and property. Work efforts result in the formal identification of hazards discovered and initiation of compliance activity to eliminate or abate safety and occupational health deficiencies and ensure that physical safety of employees. Work is also to train and educate employees and supervisors of principles and practices of safety and health in the workplace or motor vehicle operations. Work efforts result in employee satisfactory completing training sessions and conducting themselves of their subordinates in safe operations and procedures.

FACTOR 6 - Personal Contacts - Level 6-2 - 25 Points

Personal contacts include engineers, managers, and industrial hygienists within the agency and from other Federal agencies as well contractors, military, supervisory, non-supervisory personnel of all ranks.

FACTOR 7- Purpose of Contacts - Level 7-2 - 50 Points

Contacts are established to discuss the nature and type of hazards encountered and to coordinate the carrying out of measures to correct the adverse potential of unsafe work practices unguarded machine operations, and fire hazards. The specialist motivates and encourages personnel who are usually willing and cooperative to adopt safe working practices and to remedy hazardous conditions.

FACTOR 8 - Physical Demands - Level 8-2 - 20 Points

Survey or inspection work requires regular and recurrent physical exertion such as walking, standing, bending, climbing, crouching, reaching, and lifting of a variety of moderately weighted products fabricated by employees.

FACTOR 9 - Work Environment - Level 9-2 - 20 Points

The work environment involves frequent exposure during inspections and surveys to a variety of machine and equipment operations, hazardous materials, high noise levels and temperature extremes. Protective clothing and equipment may be necessary in some situations.

TOTAL POINTS – 1565  POINT RANGE:  1355-1600


