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25.

a.  INTRODUCTION

This position is located in an information management organization.  Its purpose is to monitor and maintain accountability of all accountable property equipment and components within the organization. 

This position requires military membership.  It is designated for an Enlisted incumbent only.  In accordance with DA Pamphlet 611-21 and AFMAN 36-2108, the incumbent performs duties necessary to accomplish information technology management functions in support of command, control, communications and computers (C4) programs essential to state information management daily operations, training, and readiness missions.

b.  DUTIES AND RESPONSIBILITIES
--Maintains an accurate automated accounting and reporting system of accountable property equipment and components within the organization.  Monitors and accounts for on-hand assets and recommends actions to improve logistical readiness within the organization. Participates in segments of management studies on the distribution of equipment assets and makes recommendations based on analysis. Monitors and participates in the redistribution of equipment by recommending transfer and turn-in of items as appropriate.  Recommends lateral transfer of equipment between organizations. 

--Conducts accountable property reconciliation.  Reviews document registers, document files, suspense files, and account records to verify postings and consistency with automated/manual accountable property balances.  Instructs organization personnel on proper ordering and turn-in procedures.  Prepares reports on the condition of records, shortages, inventories, corrections, and actions recommended to improve property accountability in accordance with regulatory guidance. Maintains a suspense file of reconciliation, pending actions and other pertinent data pertaining to property accountability. Maintains the logistical file to support accountable property reconciliation.

--Prepares procedures and conducts annual inventories.  Participates in inventory processes, conducts investigations to determine causes of inventory discrepancies by checking all property records (e.g., purchase orders, surveys, transfers, and other available sources), compiles information necessary for consideration in survey actions relating to losses, damages, or destruction of Government-owned property.

--Maintains contact with appropriate personnel to resolve inventory problems within responsible area.  Communicates with organization work center managers to affect receipt of required equipment.  Recommends changes to regulations, standard operating procedures and local policies pertaining to the accountable property and related areas.

--Maintains program files and ensures accurate submission of reports and reconciliation to the proper organizations in accordance with regulatory requirements. Consolidates reports and transactions from the various work centers for necessary for submission to the appropriate personnel.  Operates and maintains automated property tracking system to include system updates, perform records research, and data input and corrections.  Provides automated reports or queries for internal and external customer requests.

--Processes all requests for equipment loan(s) to and from organizations and activities external to the immediate organization.  Coordinates requests with the Command as appropriate.  Prepares loan/lease agreements and coordinates bond/insurance requirements IAW regulatory guidance.

--Maintains section technical library of publications, manuals, backup disks, warranty cards, etc.  Ensures adequate information is maintained on all accountable equipment. Periodically reviews materials on hand, discarding obsolete materials and acquiring current references as necessary. 

--Receives technical specifications from C4 Specialists to ensure production support for items requiring special handling.  Purchases necessary computer systems and components as necessary to meet mission.  Utilizes trade journals, Internet research, and vendor contacts to find the best value for each purchase.  Forecasts computer supply needs based on mission requirements.  Coordinates supply actions with purchasing office, local vendors, transportation, and other supply units or organizations.
--Contacts vendors to arrange service under warranty or maintenance contract.  Schedules on site service, coordinates service schedule with customers, and follows up to insure completion of work in a satisfactory manner. Packs and ships warranty and contract items to vendor as required.  Follows up with vendor when items are not returned in a timely manner.  Completes necessary documentation to close warranty or contract work orders and, as applicable, initiate vendor payment.  Researches and locates vendors for one time repair of information systems equipment that are beyond normal warranty coverage.  Coordinates with purchasing office as required to obtain funding for necessary services. 

--Determines stock replenishment for supplies and other material within funding limitations.  Assures that supplies and monies are not wasted through excess accumulation and that items are on hand in sufficient quantities and at the time required.  Works closely with C4 technical specialists to insure obsolete parts are eliminated from stock lists.  In addition to established guides and formulas, determines quantities required and timely stock replenishment.  Initiates preparation of requisitions, local purchase or credit card purchase of required materiel.  Maintains status journals, obtains information on the availability of requested material, furnishes information to requestor on stock availability, follows up with other supply units to learn the date of issue or delivery.  

--Collects and processes hazardous materials in accordance with applicable regulations and local standard operating procedures as needed.

--Performs other duties as assigned.

Factor 1 - Knowledge Required by the Position:
--Knowledge of property accountability systems and procedures along with the skill to conduct extensive searches to resolve all discrepancies in the inventory process.  

--Knowledge of the different handling and property accountability requirements for state and/or federal property within the National Guard system that falls within the incumbent’s scope of responsibility.  

--Ability to conduct extensive searches for required information in order to construct or reconstruct records to resolve inventory discrepancies.

--Knowledge of requisitions, supporting documents and reference material to perform material coordination.  

--Knowledge of established supply regulations, policies, procedures, and other instructions applicable to the maintenance of information technology accountable property.   

--Practical knowledge of standard supply management procedures to perform routine work involving inventory and excess property management.  

--Knowledge of computer components for the purpose of purchasing systems or components.  

--Ability to research and locate best value when purchasing systems or components, ensuring the purchases meet varying criteria for price, performance, warranty, etc. 

Factor 2 - Supervisory Controls:
The supervisor makes assignments by defining objectives, priorities, and deadlines and is available to assist with unusual situations which do not have clear precedent.  Work assignments are performed with considerable independence.  The incumbent plans and carries out successive steps and handles problems and deviations in work assignments in accordance with instructions, policies, 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:

Guidelines are readily available, however, may not be directly applicable to specific work assignments.  The incumbent exercises judgment in selecting, interpreting, modifying and adapting guidelines such as policies, regulations, precedents, and work directions for application (property accountability, inventory controls, purchase procedures, etc).  These modifications may result in changes to state-level regulations, standard operating procedures and local policies.  

Factor 4 - Complexity:
Work assignments cover one or more aspects of technical supply management work of unusually complicated or difficult technical duties relating to state-level information technology 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 a seasoned practical knowledge of the entire supply system, programs, procedures, etc.  Methods and procedures used to resolve issues and situations vary based on the circumstances 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:
The purpose of this position is to maintain an accurate accounting and reporting system involving database accuracy at the organization’s level and problems encountered require extensive fact-finding, review of information to coordinate requirements, and recommendations to resolve conditions or change procedures.  The results of the work affect the adequacy of local supply support operations, or they contribute to improved procedures in support of supply programs and operations.

Factor 6 - Personal Contacts &

Factor 7 - Purpose of Contacts:
Contacts are with employees in the same agency, but outside the immediate organization.  Persons contacted generally are engaged in different functions, missions, and kinds of work, such as representatives from various levels within the agency or from other operating offices in the immediate installation.

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

Factor 8 - Physical Demands:
The work requires some physical exertion such as long periods of standing, walking; recurring bending, crouching, stooping, stretching, reaching; or similar activities.  This level of physical demands occurs, for example, when employees are regularly assigned to activities such as tracing misplaced items or conducting physical inventories in varying storage locations or when they are regularly involved in stocking and retrieving items from shelves and cabinets.

Factor 9 - Work Environment:

Typical work is performed indoors in an environment involving everyday risks.  The area is adequately lighted, heated/cooled, and ventilated.

EVALUATION STATEMENT

A.  Title, Series and Grade: Supply Technician, GS-2005-07.

B.  References:

1. USOPM PCS for Supply Clerical and Technician Series, GS-2005, dated April 1996.

2. USOPM PCS for Purchasing Series, GS-1105, dated July 1999.

C.  Background:  Over the past several years, technology has changed so rapidly in the field of information technology (IT), positions developed only a few years ago are outdated.  With the abolishment of the Computer Specialist Series, GS-0334 and the implementation of the new occupational series of Information Technology Management, GS-2210, a review of all Computer Specialist position descriptions was conducted.  At this same time, it was also recognized that these technological changes have impacted more than just the Computer Specialist positions located in the various C4 organizations throughout the state.  As a result, all positions in the Army IT organizations were reviewed and updated.  During the evaluation process of these new position descriptions, a decision was made by the National Guard leadership to merge many of the headquarters functions performed by both the Air and Army National Guard into the Joint Forces Headquarters (State).  The information management functions were some of the functions that were affected.  New position descriptions were developed to comply with this joint operations concept.  To accommodate those states that do not merge all of the information management positions into the J-6, an attempt was made to make these new PDs as component and organizationally generic as possible.  This position is one of these new PDs.

D.  Series, Title and Grade Determination:


1.  Series:  This position requires a substantive knowledge for the application of supply systems programs and operations.  The incumbent applies established supply policies, regulations and procedures in accomplishing work assignments.  The position does require the purchase of items from the open market, are of limited dollar amounts, and purchased with a government credit card.  These purchasing duties do not make up the paramount duties and would not be grade controlling, so therefore, the Purchasing Series was considered but not used to evaluate this position.  The supply support work in this position is the requirement for the position as well as grade controlling and matches the knowledge described in the Supply Clerical and Technician Series and is selected.


2.  Title:  Supply Technician is designated as the appropriate title for all positions GS-05 and above classified to the GS-2005 series.


3.  Grade:  Evaluation of the factors are reflected in the attached FES Factor Evaluation Sheet.

E.  Conclusion:  Supply Technician, GS-2005-07.

CLASSIFIER:  Rena R. Hunt, NGB-HRCA
Date:  16 Jan 04
FACTOR EVALUATION SYSTEM
POSITION EVALUATION STATEMENT

	FACTOR
	FL
	PTS
	REMARKS

	1.  Knowledge Required by the Position
	1-4
	550
	See Analysis Below

	2.  Supervisory Controls
	2-3
	275
	       “                  “

	3.  Guidelines
	3-3
	275
	       “                  “

	4.  Complexity
	4-3
	150
	       “                  “

	5.  Scope And Effect
	5-3
	150
	       “                  “

	6.  Personal Contacts &

7.  Purpose Of Contacts
	2b
	75
	       “                  “

	8.  Physical Demands
	8-2
	20
	       “                  “

	9.  Work Environment
	9-1
	5
	       “                  “

	TOTAL POINTS ASSIGNED:
	1360
	      GRADE:  GS-07


Factor 1 - Knowledge Required by the Position:
Level 1-4
550 Points

Level 1-3 is exceeded by this position as it requires knowledge of standardized supply regulations, policies, procedures, or other instructions related to specific functions assigned.  This level has a sound working knowledge of the local supply organization structure and the organizations serviced.  Employees use this knowledge and ability to perform a range of standard clerical assignments and to resolve recurring problems.  This level gives an illustration of accountable property maintenance.  While the incumbent of this position performs these duties mentioned (maintain accurate description and quantity of items listed, prepare and properly dispose of excess items, prepare report of surveys for property lost, damaged, or destroyed), they exceed this in the problems encountered during inventories of the items, were items not properly picked up during transfer or when excessed in the subordinate units; if an item is found, is it State or Federal property and what are the handling requirements for such; etc.

The position meets level 1-4 which requires a thorough knowledge of governing supply regulations, policies, procedures, and instructions applicable to specific assignments.  This knowledge is used to conduct extensive and exhaustive searches for required information; to reconstruct records for complex supply transactions; and to perform routine aspects of supply specialist work based on practical knowledge of standard procedures, where assignments include individual case problems related to limited segments of major areas of supply management (e.g., cataloging, inventory management, excess property, property utilization, or storage management).  The incumbent of this position is using the routine knowledge of supply specialist work to maintain the credibility of the inventory accounts and to meet the requirements for excessing of government property.  The position has to do the extensive searches to resolve inventory problems, to determine how or why the problem was created and if new procedures are required to prevent future occurrences.

Level 1-4 is the highest level described in the standard and is fully met by this position.  Since there is no evidence that this position exceeds this level, there is no need to cross-reference with other related supply standards.

Factor 2 - Supervisory Controls:
Level 2-3
275 Points

This position exceeds level 2-2 which describes work that is performed under the guidance of a higher graded employee or supervisor who issues general work assignments, controls day to day work flow, and explains any major changes in procedures; and additional instruction is provided for new, difficult, or unusual assignments.  At this level the employee would carry out routine assignments independently, but would refer deviations to a higher graded employee or supervisor.  Review would be tighter on those assignments not previously performed, otherwise would be checked only for accuracy and compliance with instructions.  The incumbent of this position has more independence in planning of work assignments and less review of completed work.

The position meets level 2-3 where the supervisor defines the objectives, priorities, and deadlines of the assignment and provides assistance with unusual situations with no clear precedent.  The incumbent of this position works independently planning and carrying out the steps of the assignment and resolves problems in accordance with instructions, policies, training, or accepted practices.  The incumbent’s work is evaluated for technical soundness, appropriateness, and conformity to policy and requirements.

Level 2-3 is the highest level described in the standard and is fully met by this position.  Since there is no evidence that this position exceeds this level, there is no need to cross-reference with other related supply standards.

Factor 3 - Guidelines:
Level 3-3
275 Points

Level 3-2 is exceeded by this position, which has a number of different guidelines available, and procedures for the work have been established.  Judgment is needed in selecting the most appropriate guideline for the work situation and in making minor deviations for adaptation of the guidelines.  But at this level, situations in which existing guidelines cannot be applied or would require significant deviations would be referred to the supervisor.

Level 3-3 is met, where at this level the guidelines are similar to 3-2 but may not be completely applicable or have gaps in specificity due to the problem solving nature of the assignment.  In this position, the incumbent is trying to resolve inventory problems where items could be lost, found, or damaged and so guidelines for the resolution of these problems may not be specific to the situation encountered and may require some deviation in how it is resolved.  The incumbent has to use their judgment in adapting the policies, regulations, precedents or work direction in order to resolve the specific problem.  As a result of this process, the incumbent of this position would recommend changes to regulations, standard operating procedures, and local policies.

Level 3-3 is the highest level described in the standard and is fully met by this position.  Since there is no evidence that this position exceeds this level, there is no need to cross-reference with other related supply standards.

Factor 4 - Complexity:
Level 4-3
150 Points

Level 4-2 is exceeded by the position where work consists of duties that involve related steps, processes, or methods.  An employee at this level decides what to do, recognizes the differences between and existence of a few easily recognizable situations and conditions and chooses a course of action from options related to the specific assignment.  The actions or responses by the employee differ in such things as source of information, kind of transactions or entries, or differences of a factual nature.  The incumbent of this position may have to take action on such things where there are no entries or is a lack of information when dealing with inventory problems where transactions may not have been entered or updated if they had a change in status.

Level 4-3 is met and involves work that is unusually complicated or difficult and involves one or more aspects of supply management or operations.  This level work is difficult because it involves: actions not standardized or prescribed; deviations from established procedures; new or changing situations; or matters for which only general provisions can be made in regulations or procedures.  In this position, the incumbent has to decide what needs to be done based on an analysis of the issue to be resolved and the course of action is selected from many alternatives.  The incumbents experience, precedent actions, and the priority of the assignment influence the decision to be made and will be made based on the circumstances of the problem encountered.  This position must analyze the situation to identify how the problems occurred, if other actions contributed to the problem and if alternative approaches are warranted.

Level 4-3 is the highest level described in the standard and is fully met by this position.  Since there is no evidence that this position exceeds this level, there is no need to cross-reference with other related supply standards.

Factor 5 - Scope and Effect:
Level 5-3
150 Points

The position exceeds level 5-2.  At this level, work involves the execution of specific rules, regulations, or procedures and typically comprises a complete segment of an assignment or project of broader scope, such as assisting a higher graded employee.  At this level the work affects the accuracy, reliability, or acceptability of further processes or services in meeting customer requirements in supported organizations and other supply units.

The position meets level 5-3 which involves work dealing with a variety of problem situations either independently or under the control of a specialist.  Problems at this level require extensive fact finding, review of information to coordinate requirements and recommendations to resolve conditions or change procedures.  The incumbent of the position must investigate and determine the cause of inventory problems and recommend possible policy changes.  The incumbent of this position contributes to the supply program operation by recommending improvement to the current operations.

Level 5-3 is the highest level described in the standard and is fully met by this position.  Since there is no evidence that this position exceeds this level, there is no need to cross-reference with other related supply standards.

Factor 6 - Personal Contacts &

Factor 7 - Purpose of Contacts:
Level 2b
75 Points

This position exceeds level 1 which has contacts that are with employees are within the immediate organizations, office, or work unit, and in related or support units; or are with employees of serviced organization in highly structured settings such as providing over the counter supply requests.

The position meets level 2 where employee contacts are in the same agency, but outside the immediate organization.  Those contacted are generally engaged in different functions, missions and kinds of work; from various levels within the agency; or from other operating offices in the installation.  These contacts can also be with members of the general public, as individuals or groups, in a setting that can take place in the office or over the phone and the individual contacted may be unclear on the purpose of the contact or the role played by all parties; and the parties on both sides would be at approximately the same authority level.  The incumbent of this position would have contact with individuals at different levels within the various units in the state in order to resolve inventory problems.  Contacts would also be made with the general public for calls to companies for ordering of replacement parts, checking on status of parts ordered, or for warranty work for service calls on items needing repair.

The position does not meet level 3 which is contact with individuals from outside the employing agency in an unstructured setting, and would be with employees in other departments, agencies, inventory item managers, contractors, or manufacturers.  This level of contacts is not required of the position.

The position exceeds level “a” where the purpose is to obtain, clarify, or exchange facts or information, regardless of the nature of the facts, which may range from easy to technical.

The position better matches level “b” where contacts are to plan, coordinate, or advise on work efforts or to resolve operating problems by clarifying discrepancies in information submitted by serviced organizations, resolve automated system problems causing erroneous transaction records or to seek cooperation from others to resolve complicated supply actions.  All of these would be the reason for contacting the different individuals involved in trying to resolve inventory problems or when requesting warranty service for repair of equipment.

Level b is the highest level described in the standard and is fully met by this position.  Since there is no evidence that this position exceeds this level, there is no need to cross-reference with other related supply standards.

Factor 8 - Physical Demands:
Level 8-2
20 Points 

Level 8-1 is exceeded by this position as this level is primarily sedentary and may only require some walking, standing, bending, carrying of light items and requires no special physical demands to perform the work.

The position does meet level 8-2 where there is some physical exertion and may require long periods of standing; walking, recurring bending crouching, stooping, stretching, reaching, and such.  This is encountered when the incumbent of the position orders and replenishes local supply items (bench stock), performs the inventories, returns defective supply items, receives supply items, etc.

Level 8-2 is the highest level described in the standard and is fully met by this position.  Since there is no evidence that this position exceeds this level, there is no need to cross-reference with other related supply standards.

Factor 9 - Work Environment:
Level 9-1
5 Points

The position meets level 9-1 where the environment is indoors and is adequately heated, lighted, and ventilated; and is exposed to everyday risks or discomforts, and observes normal safety precautions.

The position does not meet level 9-2 which requires the use of protective clothing or gear and would be working around moving warehouse equipment carts or machines.

FINAL CLASSIFICATION:  Supply Technician, GS-2005-07
Classifier:  Rena R. Hunt, NGB-HRCA
Date:  16 Jan 04
