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





0  1  2  3  4       1.	Maintain accountability of all equipment/property on hand receipts.


0  1  2  3  4       2.	Perform duties pertaining to supply requisitioning, receipt, storage, issue, turn-in or hand receipt management.


0  1  2  3  4       3.	Ensure existence of sustained audit trail of documentation for all requisitions, receipts, issues, and turn-ins.


0  1  2  3  4       4.	Perform technical inspections as required on items received.


0  1  2  3  4       5.	Experience with the Federal Acquisition Regulations (FAR) for credit card purchases.


0  1  2  3  4       6.	Procure equipment and supplies from commercial vendors using IMPAC credit card.


0  1  2  3  4       7.	Operated an automated supply data system to input or extract data using source documents.


0  1  2  3  4       8.	Use various supply catalogs, technical manuals, bulletins, FEDLOG, library sources for research.


0  1  2  3  4       9.	Maintain and reconcile document registers.


0  1  2  3  4       10.	Participate in physical inventory of supplies.


0  1  2  3  4       11.	Identify supply category (standard, non-standard stockage or non-standard non-stockage item) for each request.


0  1  2  3  4       12.	Search catalogs, records or other data sources to obtain or correct stock numbers or to find authorized substitutes 


	for stock items.
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