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	1. Agency PDCN  80965000 D1975000

	2. Reason for Submission
   FORMCHECKBOX 
 Redescription    FORMCHECKBOX 
 New
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   FORMCHECKBOX 
 HQ   FORMCHECKBOX 
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	5. Duty Station
       
	6. OPM Cert #

        

	   FORMCHECKBOX 
 Reestablishment  FORMCHECKBOX 
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 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 
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   FORMCHECKBOX 
 Noncritical Sens
	13. Competitive Level
      

	      
	   FORMCHECKBOX 
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 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

	
	  General Supply Specialist
	GS
	2001
	09
	rmp
	21 Oct 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
 USOPM PCS Flysheet for General Supply Series, GS-2001, dtd Jul 92; USOPM PCS Flysheet for Inventory Mgmt Series, GS-2210, dtd Jul 92; USOPM PCS Flysheet for Dist Fac & Stor Mgmt Series, GS-2030, dtd Jul 92; USOPM Grade-Evaluation Guide for Supply Positions, dtd Jul 92; USOPM JFS for Administrative Work in the Equipment, Facilities, and Services Group, GS-1600, dtd May 03; & USOPM PCS for Supply Clerical & Tech Series, GS-2005, dtd May 1992.

	    Typed Name and Title of Official Taking Action
	     

	    roger m. 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

 21 Oct 09
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	24. Remarks:

    Released from NGB-J1-TNC, Supplement One to CRA 09-1008, (29 July 09) dated 21 Oct 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 Air National Guard, Mission Support Group, Logistics Readiness Squadron, Materiel Management Flight, Equipment Accountability Element of the Customer Support Section.  The Equipment Accountability Element’s primary purpose is to ensure accountability of in-use equipment and provide management control, oversight, coordination, and implementation of all equipment accounted for by the ANG Assistant USPFO/Accountable Officer.  This position is the primary point of contact for wing/base/supported organizations equipment accountability.  Serves as a technical advisor to the Wing Commander, staff, base personnel, state, and supported Geographically Separated Units (GSUs) regarding policy and procedure pertaining to equipment accountability.  A broad knowledge of general supply, storage, distribution, and inventory/accountability specializations is required; in addition knowledge of Federal, State, and USAF accountability and report of survey rules and regulations to ensure regulatory compliance.  
b.  DUTIES AND RESPONSIBILITIES:
(1)  Schedules and conducts formal organizational visits annually to each supported organizational account both on and off the installation to ensure custodians are adequately performing their accountability responsibilities.  Verifies accountability of all capital equipment, nuclear related equipment, Communications Security (COMSEC) equipment, and performs a 10% random sample of remaining accountable assets.  Ensures the unit has a process in place to account for pilferable items purchased with the Government Purchase Card (GPC).  Provides the responsible officer and the responsible officer’s group and wing commanders with a written report that identifies strengths, findings and observations.  Maintains a suspense system to ensure replies and corrective action are accomplished within 30 days.  Reviews replies to ensure noted discrepancies are corrected.  Notifies the LRS Commander and responsible officer’s group and wing commanders, in writing, of actions taken.  Measures schedule effectiveness to ensure organizational visits are conducted annually and brief schedule effectiveness to Materiel Management Flight Chief and LRS/CC. 

(2)  Ensures accountability of equipment assets purchased with the GPC and/or through Base Contracting.  Ensures organizational commanders account for and control budget code 9 NFx assets valued over $ 2,500.00 and those that are pilferable regardless of dollar value.  Ensures assets are accounted for on the Organizational Visibility List (R15) and are inventoried at least annually or upon change of custodian. 

(3)  Attends base deployment concept briefings to identify organizations deploying equipment.  Coordinates with Equipment Custodians to identify equipment requirements for deployments.  Requests deployment review listings through the GLSC or utilize similar listings and identifies equipment to be transferred or placed in a deployed status.  Ensures deployed custodians are appointed and trained and understand what actions are required upon arrival at deployed location.  Ensures Equipment Custodians coordinate requests for transfers with home station EAO who will in turn coordinate with higher headquarters.  Processes necessary transactions to return assets from deployed status.  
(4)  Identifies, coordinates and monitors War Readiness Materials (WRM) and mobility equipment requirements to ensure all authorizations are on hand, on order, or included in appropriate budget document.  Ensures valid Unit Type Codes (UTC), Use Codes, and WRM codes are assigned.  
(5)  Ensures Block III (AFEMS CBT and supplemental) training is conducted for all Equipment/ SPRAMS custodians and Block IV training for deployed custodians.  Monitors and reviews item accounting procedures carried out by these personnel. Provides assistance and additional training when required.  Conducts briefings for new squadron commanders relative to their duties as responsible officers for the safeguarding and control of government property.  Ensures they understand the methods for relief of accountability of property under their control.  Evaluates training needs of assigned subordinates, both full time and drill status personnel, and develops and administers required training.  
(6)  Functions as the base Equipment Review Approval Authority in verifying and validating equipment requests in accordance with established Allowance Source Codes (ASC), and completing actions as required for Equipment Authorization Inventory Data (EAID) accounting.  Utilizes AFEMS to determine and verify equipment authorizations for all supported organizations, to include assisting the Vehicle Maintenance and Analysis (VMA) in Registered Equipment Management (REMS) functions.  Identifies, analyzes, interprets, and applies equipment allowance criteria to support assigned mission(s), weapons system(s), and other base equipment authorizations.  Identifies and analyzes needs for reduced/increased equipment authorizations and significant technical changes.  
(7)  Interprets ASC and other data as it relates to weapons systems and base authorization for equipment to identify valid requirements, and prepare change requests to ensure that equipment authorizations are maintained within applicable allowance.  Ensures ASC update reviews are conducted annually.  Monitors the equipment excess program.  Identifies unserviceable assets and determines the need and feasibility of contract or other maintenance.  Plans, conducts, and coordinates equipment changes based on acquisitions of new weapons systems or changes in unit mission and supported functions.  Identifies and processes the disposition of property upon termination of need or authorization.  
(8)  Manages all equipment items with the exception of vehicles.  Provides technical and administrative support to Accountable Officers, Commanders, responsible officers, and responsible persons in the control and accountability of Class VII and Class IX (within Air Force Equipment Management System and Expeditionary Combat Support System) equipment assets in the wing.  Interfaces with the proposed Air Force Fuels, Vehicles and Equipment Support Agency (AFFVESA) in regards to equipment management.  Advises approving and/or appointing authorities on equipment policy and procedures affecting lost, stolen, damaged, or destroyed government property (Class II, VII & IX).  Coordinates and directs deployment and redeployment of Class VII assets between Accountable Officers and Responsible Officers/Persons.  Duties and responsibilities are prescribed in AFMAN 23-110, AFI 23-111 and AFI 23-302.

(9)  Ensures unit requirements have been categorized as Critical/Important in the Equipment Requirement System (ERS) and has matching requisitions in all automated systems.  Ensures custodians are aware of changes regarding the ERS. Reviews and analyzes data from which budget estimates are developed pertaining to equipment requirements.  Reviews, corrects rejects and variances when those duties are not assumed by the Global Logistics Support Center.  Verifies accountability of all capital assets valued over $100,000 by reviewing and entering required information into AFEMS for the Chief Financial Officer (CFO).  Utilize AFEMS to validate equipment item record data.  

(10)  Ensures a semi-annual reconciliation of all Communications Security (COMSEC) items and annual small arms reconciliation are processed and all discrepancies resolved. Coordinates with the GLSC to monitor the reconciliation of the COMSEC and Weapons control files and assets.  Ensures COMSEC and small arms assets are inventoried and inventories documented IAW AFMAN 23-110 and MAJCOM directives.  
(11)  Creates computer inputs, maintains Master CA/CRL Jacket Files and Master SPRAM Jacket Files, and corrects errors identified on listings relating to equipment.  Schedules and reviews organizational equipment/SPRAMS accounts in conjunction with custodians’ annual inventory.  Ensures R14 CA/CRLs are produced at least annually for inventory and that the applicable custodian and commander have signed the CA/CRL.  Establishes and maintains a suspense system to ensure that validations and cancellations are input to the supply computer system as appropriate.  
(12)  Develops, implements, and provides for administrative functions in the element.    Receives, analyzes, researches, and prepares replies to messages, letters, and inquiries, assuring adequate and timely replies.  Assembles and analyzes information for the preparation of reports concerning equipment as directed by higher headquarters.  Generates specialized reports pertaining to equipment management using Discoverer.  Maintains current appointment letters/records, allowance documents, registers, vouchers, files, etc.  Clears departing personnel. Provides Cargo Movement and Customer Support Liaison Element with a current list of equipment custodians.  
(13)  Establishes, develops, and maintains effective working relationships with the MAJCOM Command Equipment Management Office (CEMO), GLSC, supported organizations, and higher headquarters.  Meets with customers to assess customer satisfaction, explain organization policy and procedures, and to resolve significant and/or potential problems.  Provides customer guidance and training.   Identifies the need for, and participates in special projects and initiates milestones and goals.  Evaluates, analyzes, and responds to higher headquarters tasking.  Determines appropriate recommendations for unresolved or questionable problems and performs follow-up.  Researches and determines or recommends appropriate actions or interpretation of issues impacting supporting organizations.

(14) Performs other duties as assigned.

c.  FACTOR DISCUSSION:
Factor 1 - Knowledge Required by the Position:    

--Practical knowledge of a wide range of supply principles, concepts, and methodologies involving general supply, storage, distribution, and inventory specialties as they relate to equipment accountability; and skill in applying this knowledge to the guidance given to organization commanders and Equipment/SPRAM Custodians.

--Knowledge of the Air Force Equipment Management System (AFEMS), to include the ability to research item records, update base level data, such as Chief Financial Officer Data, Organization Configuration Data, and Equipment Custodian Profile Data.

--Knowledge of the Equipment Requirements System (ERS) and associated procedures to validate and upgrade equipment requisitions.

-- Skill in conducting research, extracting pertinent information from the Allowance Standard Retrieval System (ASRS) as it relates to base authorizations for equipment to identify valid requirements and to prepare change requests to ensure that equipment authorizations are maintained within applicable limits.

--Ability to communicate clearly and effectively in writing to prepare, compile, and research information for equipment accountability, authorization, and formal organizational visit reports.  Ability to communicate orally to conduct briefings, offer training, and lead group conferences or sessions.

--Ability to conduct organizational visits of all base organizations/shops to ensure compliance with equipment accountability directives and procedures and provide guidance and training to correct any deficiencies.

--Knowledge of the Standard Base Supply System, its programs and procedures regarding Identity change requests, Inter-custody Receipts/Transfers, Equipment Action Requests, Movement of equipment (until GLSC EME/AFVESA becomes approval authority), and equipment deployment/redeployment.

--Knowledge of the policies, procedures, methods, reporting, and requirements of deploying/transferring equipment.

--Knowledge of ABSS and ability to determine accountability requirements of transactions, to include a general knowledge of contracting practices.  
--Skill in establishing and maintaining effective working relationships with individuals and groups interested in or affected by equipment accountability policies and procedures.  
--Knowledge of and skills in utilization of personal computers, word processing, spreadsheet, presentation applications, and other programs and databases, and the ability to prepare charts or graphs.  Skill in developing specialized reports using Discoverer.  
--Familiarization and understanding of data transmission systems.  
Factor 2 - Supervisory Controls:   
Works under general supervision.  The supervisor, along with the incumbent, sets overall objectives, offers policy guidance and special assignments, makes decisions on resources available, and evaluates recommended plans and procedures pertaining to equipment accountability.  Works within considerable independence serving as the equipment accountability expert within the wing. Incumbent carries out recurring assignments, independently planning and carrying out successive steps and handling problems and deviations in accordance with instructions, previous training, and accepted practices.  Work is spot-checked for operations performed, ability to meet time schedules, and quality of service rendered.  Methods used in arriving at the end result are not usually reviewed in detail.
Factor 3 - Guidelines:   
Guidelines available and regularly used are in the form of USAF and ANG manuals, instructions, policy statements, directives, and locally developed supplements or operating instructions.  The incumbent plans, coordinates, and carries out successive steps in fact-finding, interpretation, and application of policies necessary to complete each phase of assigned projects.  Judgment is utilized in interpreting and applying references containing ambiguous or conflicting instructions.  The incumbent interprets regulations in terms of local needs, plans and policies; informs managers and Equipment/SPRAM Custodians of requirements, recommends changes to local policy or procedures to enhance the equipment accountability.  
Factor 4 - Complexity:   
Assignments involve compiling and analyzing information from various supply systems relating to equipment accountability and authorization.  Work involves interpreting equipment allowance source code information to determine base authorization levels and mobility requirements; requisitioning, validating, and upgrading customer equipment requests; monitoring and validating base funded requests to determine accountability requirements and effectiveness of established procedures; conducting organizational visits to identify deficiencies and recommend corrective actions; difficult technical duties involving equipment requiring special handling.  Decisions regarding what needs to be done are based on the incumbent’s experience and precedents.  Incumbent analyzes interrelationships between a number of conditions and elements.  
Factor 5 - Scope and Effect:  

Work involves dealing with a variety of problems independently and affects the adequacy of equipment accountability; it contributes to the readiness and capability of mission support of the organizations and activities.  It is in direct support of the Air Force Equipment Management System (AFEMS) and the Equipment Requirements System (ERS).  
Non-compliance has a very serious impact on the base’s ability to maintain deployment operations, it affects the efficiency of base operations, and it contributes to the effectiveness of newly introduced missions and programs requiring equipment support.  The EAO serves a vital role in Air Force wide equipment accountability.
Factor 6 - Personal Contacts &

Factor 7 - Purpose of Contacts:  
Contacts include wing/squadron Commanders, Equipment Custodians, NGB staff, GLSC, other MAJCOMS, state and other government and civilian agencies. 

Contacts are made to represent the function and exchange information, make arrangements, resolve problems, discuss requirements, and offer instructions.  Contacts are made with MAJCOM Command Equipment Management Office (CEMO) for clarification of higher headquarters guidance and directives.  Contacts with GLSC are to serve as the base equipment accountability liaison.  
Factor 8 - Physical Demands:   
Work is primarily sedentary and requires no special demands.  However, work does involve long periods of time reviewing listings/reports that can be strenuous on the eyes and inventories may involve assistance in lifting heavy items.  
Factor 9 - Work Environment:    
Work is performed in a typical office setting with normal risks and discomforts.  Visits to warehouse areas and maintenance activities subject the employee to forklift/vehicle traffic, dirt, chemicals, and noise.
d.  OTHER SIGNIFICANT FACTS:

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:  General Supply Specialist, GS-2001-09
B.  References:  

1.  USOPM PCS Flysheet for General Supply Series, GS-2001, dated Jul 1992.
2.  USOPM PCS Flysheet for Inventory Management Series, GS-2010, dated Jul 1992.
3.  USOPM PCS Flysheet for Distribution Facilities and Storage Management Series, GS-2030, dated Jul 1992.

4.  USOPM Grade-Evaluation Guide for Supply Positions, dated Jul 1992.

5.  USOPM JFS for Administrative Work in the Equipment, Facilities, and Services Group, GS-1600, dated May 2003.

6.  USOPM PCS for Supply Clerical and Technician Series, GS-2005, dated May 1992. 

C.  Background:  This position description was developed to recognize management’s intent as to how they desire incumbents to operate and to more accurately document duties and responsibilities of the position.  An existing PD (80208000) may continue to be utilized when it is determined to more accurately reflect duties actually being performed by an incumbent.  
D.  Pay Plan, Series, Title, and Grade Determination:

1. Pay Plan:  Duties and responsibilities are of an administrative, analytical nature covered under the GS Pay Plan.
2.  Series:  The primary purpose of this position is to oversee a Wing wide program to ensure accountability of in-use equipment and provide management control, oversight, coordination, and implementation of all equipment accounted for by the ANG Assistant USPFO/ Accountable Officer.  
Consideration was given classification of this position to the GS-1670 Series covered under the GS-1600 JFS.  However that series describes situations relating more to manufacturing processes, maintenance requirements, equipment composition, design and operating characteristics and limitations, operating instructions, reliable and unreliable manufacturers, operating and repair capabilities, etc. than to ensuring accountability of in-use equipment.  
This position requires performance of administrative/analytical work that is more appropriately covered by two grade interval standards within the GS-2000 Supply Group.  It also contains some single-grade interval work falling under coverage of the GS-2005 series.  There is sufficient work fitting two-grade interval requirements to classify it to a two grade interval series.  

There is no single series within the GS-2000 Supply Group that stands out as being paramount and of the highest grade level of overall work performed in this position.  The General Supply Series, GS-2001 is appropriate for situations involving (1) a combination of supply work covered by two or more two-grade interval series in the Supply Group when no other series is appropriate for the paramount knowledge and abilities required for the position; or (2) other analytical or administrative supply work not specifically covered by another series.  This position meets that criteria.  Classification guidance suggests that when it is unclear as to whether a particular series predominates that the following guidelines should be applied in order to determine the correct series:  Determine what the paramount knowledge required is, reason for existence of the position, organizational mission and/or function, and recruitment source.  Guidance provided in the GS-2001 series as discussed above results in a determination that the GS-2001 series is most appropriate in this situation.  
3.  Title:  The basic title for positions classified to the GS-2001 series is General Supply Specialist.
4.  Grade:   The grade of this position was determined by application of the Grade-Evaluation Guide for Supply Positions (Ref 4 above).  As shown in the attached Factor Evaluation Statement (FES) position evaluation statement, the grade is GS-09.

E.  Conclusion:  General Supply Specialist, GS-2001-09
Classifier: Roger M. Parrish, NGB-J1-TNC
Date:  21 Oct 09
FACTOR EVALUATION SYSTEM
POSITION EVALUATION STATEMENT
	FACTOR
	FL
	PTS
	REMARKS

	1.  Knowledge Required by the Position
	1-6
	950
	Requires practical knowledge of a wide range of supply principles, concepts, methodologies of various supply specializations commonly applied to the work.  Fully meets Level 1-6.

	2.  Supervisory Controls
	2-3
	275
	Overall objectives set by incumbent & Supervisor.  Independently plans and carries out work resolving most conflicts on own. Work is spot checked.  Level 2-3 met.

	3.  Guidelines
	3-3
	275
	Guides used (USAF & ANG manuals, instructions, policy statements, directives) not always applicable; some interpretation/ analysis required.  Level 3-3 determined to be fully met.

	4.  Complexity
	4-3
	150
	Different & unrelated methods, practices, etc required.  Compiles/analyzes/summarizes info; develops plans & approaches.  Performs a variety of analysis/resolves conflicts & recommends actions based on regulations/funding/delegated authorities.  Meets Level 4-3.

	5.  Scope And Effect
	5-3
	150
	Resolves conventional supply problems, questions, situations; responsible for managing the Wing Equipment Accountability Program to ensure accountability of in-use equipment throughout the Wing.  Fully meets Level 5-3.

	6.  Personal Contacts

                 and

7.  Purpose Of Contacts
	2b
	75
	Contacts are with employees within the Wing as well as with other employees at various levels within the agency.  Purpose is to represent the function, resolve problems, exchange information, etc.  Meets Matrix 2b. 

	8.  Physical Demands
	8-1
	5
	Limited physical demands requiring regular/recurring physical exertion.

	9.  Work Environment
	9-1
	5
	Normal risks/discomforts typical of office setting with some exposure to discomforts.

	              TOTAL POINTS ASSIGNED:
	1885
	      GRADE:  GS-09



FINAL CLASSIFICATION:  General Supply Specialist, GS-2001-09
Classifier: Roger M. Parrish, NGB-J1-TNC
Date:  21 Oct 09
PAGE  
PAGE  

