
	POSITION DESCRIPTION
	1. Agency PDCN 80940000 D1953000

	2. Reason for Submission
   FORMCHECKBOX 
 Redescription    FORMCHECKBOX 
 New
	3.  Service
   FORMCHECKBOX 
 HQ   FORMCHECKBOX 
 Field
	4.  Empl Office Location
       
	5. Duty Station
       
	6. OPM Cert #

        

	   FORMCHECKBOX 
 Reestablishment  FORMCHECKBOX 
 Other

 Explanation (Show Positions Replaced)

      
	7. Fair Labor Standards Act

Not Applicable
	8. Financial Statements Required
  FORMCHECKBOX 
 Exec Pers Financial Disclosure

  FORMCHECKBOX 
 Employment & Financial Interests
	9. Subject to IA Action
   FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No

	      
	10. Position Status
   FORMCHECKBOX 
 Competitive

   FORMCHECKBOX 
 Excepted (32 USC 709)
	11. Position is

   FORMCHECKBOX 
 Supervisory

   FORMCHECKBOX 
 Managerial
	12. Sensitivity
   FORMCHECKBOX 
 Non-Sensitive

   FORMCHECKBOX 
 Noncritical Sens
	13. Competitive Level
      

	      
	   FORMCHECKBOX 
 SES (Gen)

   FORMCHECKBOX 
 SES (CR)
	   FORMCHECKBOX 
 Neither
	   FORMCHECKBOX 
 Critical Sens

   FORMCHECKBOX 
 Special Sens
	14. Agency Use

  dual status 

	15. Classified/Graded by

    FORMCHECKBOX 
 a. US Office of Pers Mgt   FORMCHECKBOX 
 b. Dept, Agency or Establishment   FORMCHECKBOX 
 c. Second Level Review   FORMCHECKBOX 
 d. First Level Review


	
	Official Title of Position
	Pay Plan
	Occupational Code
	Grade
	Initials
	Date

	
	   Supply Technician 
	 GS  
	  2005 
	  07  
	 rmp 
	 29 Jul 09  

	16. Organizational Title (If different from official title)

         
	17. Name of Employee (optional)

          

	18. Dept/Agency/Establishment - National Guard Bureau

    a. First Subdivision      - State Adjutant General

    b. Second Subdivision     -  Air National Guard (ANG)

                          Aviation Wing    

	 c. Third Subdivision  -  Mission Support Group 
 d. Fourth Subdivision -  Logistics Readiness Squadron  
 e. Fifth Subdivision  -  Materiel Management Flight  

	19. Employee Review. This is an accurate description of the major duties and responsibilities of my position.
	   Employee Signature /Date (optional)

        

	20. Supervisory Certification. I certify that this is an accurate statement of the major duties and responsibilities of this position and its organizational relationships, and that the position is necessary to carry out Government functions for which I am responsible. This certification is made with the knowledge that this information is to be used for statutory purposes related to appointment and payment of public funds. False or misleading statements may constitute violations of such statutes or their implementing regulations.

	 a. Typed Name and Title of Immediate Supervisor
        
        
	 b. Typed Name and Title of Higher-Level Supervisor/Manager (optional)

        
        

	    Signature

         
	 Date

      
	    Signature

         
	 Date

      

	21. Classification/Job Grading Certification: I certify this position has been classified/graded as required by Title 5 USC, in conformance with USOPM published standards or, if no published standards apply directly, consistently with the most applicable standards.


	 22. Standards Used in Classifying/Grading Position
   US OPM PCS for Supply Clerical Technician Series, GS-2005, May 92.    

	    Typed Name and Title of Official Taking Action
	     

	     ROGER PARRISH 
    Human Resources Specialist(Classification)
	Information For Employees. The standards and information on 

their application are available in the personnel office. The 

classification of the position may be reviewed and corrected by

	    Signature

     //signed//   
	 Date

  29 Jul 09  
	the agency or OPM. Information on classification/job grading appeals is available from the personnel office.

	23. Position Review
	 Initials
	Date
	Initials
	Date
	Initials
	Date
	Initials
	Date
	Initials
	Date

	a. Employee (Opt)
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	
	
	
	
	
	
	
	
	
	

	b. Supervisor
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	
	
	
	
	
	
	
	
	
	

	c. Classifier
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	
	
	
	
	
	
	
	
	
	

	24. Remarks:

    Released from NGB-J1-TN-C, CRA 09-1009, dated 29 Jul 09

	25. Description of Major Duties and Responsibilities (SEE ATTACHED)

	NSN 7540-00-634-4265 Previous Edition Usable 5008-106   Optional Form 8   US Office of Personnel Management (USOPM), FPM CHAPTER 295 [Equivalent]


25.

a. INTRODUCTION:

This position is located in the Maintenance Support Section of the Materiel Management Flight, Logistics Readiness Squadron, Mission Support Group, at an ANG Aviation Wing.  The position is the Customer Service Representative performing Flight Service Center (FSC) duties within the Maintenance Support Section.  The primary purpose is the point of contact for interfacing with the Global Logistics Support Center (GLSC) on behalf of the maintenance customers. Responsibilities include periodic visits to maintenance work centers; providing guidance for maintaining bench, operating, and shop stock; and assisting users in resolving any materiel management related problems; managing supply points, time-change, time compliance technical orders, Due-in From Maintenance (DIFM) management, awaiting parts, turn-around, local manufacture, command intensive management items, quality deficiency report programs, and the Air Force Repair Enhancement Program.

b. DUTIES AND RESPONSIBILITIES:

(1)  Performs mission capability (MICAP) verification, reports and processes cannibalization actions.  Establishes upgrade, downgrade, or cancels MICAP due-outs.  Monitors status of items. processes local manufacture (LM) MICAPs and corrects discrepancies identified by the GLSC resulting from MICAP Enterprise Supply Solution (ESS) reconciliation.

(2)  Establishes requirements for customer using automated systems and notifies customer of asset availability.  Researches required information to perform item record loads.  Processes issues, kills, and rejects management notices, status changes and cancellations. 

(3)  Processes Aircraft Document Review (ADR).  Processes status inquiries and reconciles aircraft orders. 

(4)  Manages the DIFM listing, validates/updates DIFM listing with status by processing required transaction as necessary.  Performs DIFM reconciliation with both maintenance and supply customers to ensure verification of current status and asset location.  Updates DIFM monitor appointment letters.  Processes DIFM turn-in (TIN) and turn-around (TRN).

(5)  Manages the Supply Point program.  Performs coordination with the customer service support element to ensure requisition objective is adequate.  Also, prepares and processes Supply Point issues requests.  Conducts physical reconciliation with the Supply Point monitor to verify detail balances, reconcile out of balance conditions as well as ensures all required transactions have been processed.  Conducts Supply Point inventories, researches and reconciles discrepancies. 

(6)  Manages the AWP program.  Completes required AWP checklist and processes necessary transaction to confirm status.  Conducts AWP validation and coordinates with customer to determine status of AWP items.  Initiates follow up with item manager for improved status as well as requests for disposition instructions for end item when AWP parts are not available.  Sources for AWP lateral support.  Joint coordination between the LRS and GLSC will be accomplished when reviewing the AWP Cross-Cannibalization management listing to determine possible AWP cross-reference cannibalization action. 

(7)  Maintains Tail Number Bin (TNB) and Due-Out Release (DOR) point.

(8)  Reviews Two-Level Maintenance (2LM) metrics listing and takes appropriate action to improve repair cycle time.  Reviews repair cycle data list and identifies critical items at which coordination is conducted with maintenance to ensure critical items are turned in at the prescribed time frame.     

(9)  Establish, maintain and delete bench stocks in coordination with supported activities. Review on-hand balance and process replenishment actions. Upon coordination and agreement, the customer may assume the responsibilities for binning, inventory, etc. (Refer to Support Agreement Procedures for support of tenant activities).  Schedules and conducts bench stock reviews with the organizations.  

(10)  During periods of manpower constraints may be required to pull and deliver parts from various storage points. 

(11)  Attends daily/monthly meetings with maintenance. Performs reject management and working management listings. 

(12)  Performs other duties as assigned.

c.  FACTOR DISCUSSION:

FACTOR 1 - Knowledge Required by the Position

-- Knowledge of requisitions, supporting documents and reference material to perform material coordination storage management responsibility for special programs, maintenance, and production shops. 
-- Knowledge of established supply regulations, policies, procedures, and other instructions applicable to the specific assignment. Knowledge to conduct extensive and exhaustive searches for required information in order to reconstruct records for complex supply transactions.
-- Knowledge and ability to perform routine aspects of supply work based on practical knowledge of standard procedures, where assignments include individual case problems related to a limited segment in one of the major areas of supply management, such as inventory management, excess property, storage management etc.
FACTOR 2 - Supervisory Controls

-- Works under the direct supervision of the Maintenance Support Section Supervisor.  Supervisor makes assignments by defining objectives, priorities, and deadlines.  Supervisor is available to assist the incumbent with unusual situations which do not have clear precedents.  Work assignments are performed with considerable independence.  Incumbent plans and carries out the successive steps and handles problems and deviations in work assignments in accordance with instructions, polices, prior training etc.  Completed work is evaluated for technical soundness, appropriateness and conformity to policy and requirements.  Methods used in arriving at the end results are not usually reviewed in detail.

FACTOR 3 - Guidelines

Procedures for doing the work have been established and a number of specific guidelines are available in the form of supply regulations, policies, and procedures.  However, because of the problem solving or case nature of the assignments, they are not completely applicable or have gaps in specificity. 
The employee uses judgment in interpreting and adapting guidelines such as policies, regulations, precedents, and work directions for application to specific cases or problems. 
FACTOR 4 - Complexity

Assignments cover one or more aspects of technical supply management work of unusually complicated or difficult technical duties relating to agency, intermediate echelon, depot local or other supply activities.  Difficulties may result from the need to consider program variation, complexity of item involved or technical nature of equipment or components.  Assignments involve a variety of technical supply management work which involves and requires seasoned practical knowledge of the entire supply system, programs, procedures, etc.  Methods and procedures used to resolve issues and situations vary based on the circumstance of each individual case. Work involves conditions and factors that the incumbent must identify and analyze to perceive interrelationships with other actions, related supply programs and alternative approaches. 

FACTOR 5 - Scope and Effect

Work involves a variety of technical supply problem situations either independently or as part of a broader problem solving effort under the control of a specialist.  Decisions could have major impact on services provided or adversely impact on the entire supply system. 

FACTOR 6 - Personal Contacts and

FACTOR 7 - Purpose of Contacts

Contacts are with a variety of operating officials, representatives of commercial firms, or with representatives of other government agencies. 

Purpose of the contacts is to plan, coordinate, or advise on work efforts to resolve operating problems, clarify discrepancies within serviced organizations, and resolve automated system problems causing fallacious transaction records.

FACTOR 8 -Physical Demands

Work is primarily sedentary, however, there may be some walking, standing, bending, and carrying of light items and/or files. No special physical demands required. 

FACTOR 9 - Work Environment

Typical work is performed indoors in an environment involving everyday risks. The area is adequately lighted, heated, and ventilated
d. OTHER SIGNIFICANT FACTORS: 

Incumbent may be required to prepare for and support the mission through the accomplishment of duties pertaining to military training, military readiness, force protection and other mission related assignments including, but not limited to, training of traditional Guard members, CWDE/NBC training, exercise participation (ORE/ORI/UCI/MEI/OCI/IG, etc.), mobility exercise participation, FSTA/ATSO exercise participation, SABC training, LOAC training, weapons qualification training, participation in military formations, and medical mobility processing within the guidelines of NGB/ARNG/ANG/State/TAG rules, regulations and laws.  These tasks have no impact on the classification of this position and should NOT be addressed in any technician’s performance standards.

EVALUATION STATEMENT

A.  Title, Series and Grade:  Supply Technician, GS-2005-07
B.  References: US OPM PCS for Supply Clerical Technician Series, GS-2005, May 1992.
C.  Background:  This is a new PD.  The Chief of Staff of the Air Force (CSAF) directed the reorganization of the Global Wing Organization to streamline the mission generation chain of command.

D.  Pay Plan, Series, Title, and Grade Determination:
1.  Pay Plan:  A position is subject to the General Schedule when its primary duty requires knowledge or experience of an administrative, clerical, scientific, artistic, or technical nature not related to trade, craft, or manual-labor work.  The primary duties of this position are technical in nature requiring knowledge of established supply regulations, policies, procedures, and other instructions applicable to the specific assignment and to conduct extensive and exhaustive searches for required information in order to reconstruct records for complex supply transactions  Such knowledge is not characteristic of the WG coverage.  Therefore, the General Schedule (GS) is the selected pay plan.


2.  Series: Positions in the GS-2005 series classification standard have knowledge of supply operation and program requirements and the ability to apply governing supply regulation, governing supply management guidelines, policies, and procedures.


3.  Title: Supply Technician is the title for all GS-2005 positions GS-05 and above.


4.  Grade: As shown in the attached Factor Evaluation Statement (FES) position evaluation statement, the grade is GS-07.
E.  Conclusion:  This position is classified as Supply Technician, GS-2005-07.

Classifier: Roger Parrish, NGB-J1-TN-C                     Date:   29 Jul 09
FACTOR EVALUATION SYSTEM
POSITION EVALUATION STATEMENT
	FACTOR
	FL
	PTS
	REMARKS

	1.  Knowledge Required by the Position
	1-4
	550
	Level 1-4 is fully met Requires thorough knowledge of supply rules/ regulations, policies & procedures applicable to assignment.  Requires extensive searches/reconstruction of complex supply actions & ability to perform routine aspects of supply management work. 

	 2.  Supervisory Controls
	2-3
	275
	Supervisor defines objectives, priorities, & deadlines & assists on unusual situations.  Considerable independence; plans & carries out own work.  Completed work evaluated for technical soundness.  Selects own methods.

	3.  Guidelines
	3-3
	275
	Guidelines not completely applicable/gaps in specificity.  Judgment required to interpret/ adapt to specific cases.  Analyzes results of applying guidelines & recommends changes

	4.  Complexity
	4-3
	150
	Assignments cover aspects of technical supply work of unusually complicated or difficult nature. Seasoned judgment required. Must identify/analyze interrelationships with other actions/choose proper action.

	5.  Scope And Effect
	5-3
	150
	Variety of technical supply problems must be dealt with requiring extensive independent fact finding and coordination with a specialist. Decisions could have major impact on entire base supply system 

	6.  Personal Contacts

                 and

7.  Purpose Of Contacts
	2b
	75
	Contacts with operating officials, reps of commercial firms or other government agencies.  These are made to plan coordinate, or advise on work efforts & resolve problems/clarify discrepancies.

	8.  Physical Demands
	8-1
	5
	Primarily sedentary.  Some walking, standing, bending, and carrying light items.  No special physical demands.

	9.  Work Environment
	9-1
	5
	Typically indoors having typical everyday risks/discomforts.  Work area has adequate lighting, heating, and ventilation.

	              TOTAL POINTS ASSIGNED:
	1485
	      GRADE:  GS-07


FINAL CLASSIFICATION:  Supply Technician, GS-2005-07
Classifier:  Roger Parrish, NGB-J1-TNC
                   Date:  29 Jul 09
