


POSITION:	Supply Clerk, GS-2005-04  (2005-04A)





0  1  2  3  4	1.	Utilize standardized governing supply regulations,  policies, and 


		procedures to maintain documentary control of repair parts.


0  1  2  3  4	2.	Perform functions associated with the receipt, storage, issue and 


		replenishment of a wide variety of supplies, forms, and 


		publications.


0  1  2  3  4	3.	Maintain liaison with customers by providing status of requisitions, 


		deliveries, or storage of materials.


0  1  2  3  4	4.	Manipulate data in the automated supply system using a computer.


0  1  2  3  4	5.	Prepare turn-in documents on items declared salvage or excess.


0  1  2  3  4	6.	Identify, analyze and solve problems related to requisitioning of 


		supplies.


0  1  2  3  4	7.	Use various supply catalogs, technical manuals, bulletins, 


		FEDLOG, library sources for research.


0  1  2  3  4	8.	Prepare shipping documents for various modes of transportation.


0  1  2  3  4	9.	Ensure proper identification of repair parts.


0  1  2  3  4	10.	Maintain perpetual inventory of expendable property.


0  1  2  3  4	11.	Prepare and review requisitions.


0  1  2  3  4	12.	Process various types of receipt documents for class IX repair 


		parts.


0  1  2  3  4	13.	Maintain and reconcile document registers.


0  1  2  3  4	14.	Develop flexible schedules to meet routine suspenses.


0  1  2  3  4	15.	Search for misplaced government property.


0  1  2  3  4	16.	Determine conditions/causes of gain or loss of government 


		property.


0  1  2  3  4	17.	Establish, maintain, and close records upon completion.


0  1  2  3  4	18.	Determine excess property and generate disposal actions.


0  1  2  3  4	19.	Perform research and verification functions using microfiche, or 


		other automated systems.


0  1  2  3  4	20.	Participate in physical annual inventory of supplies.
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