POSITION:		Supervisory Military Personnel Spec, GS-0205-11  (0205-11)








0  1  2  3  4	1.	Review regulatory changes and discuss/coordinate procedures for 


		implementation with minimal disruption of existent work process.


0  1  2  3  4	2.	Monitor internal operating functions and recommend and 


		implement changes to enhance overall management effectiveness.


0  1  2  3  4	3.	Review complaints, inquiries, and command emphasis programs; 


		develop and recommend changes in management processes or 


		procedures to resolve problems.


0  1  2  3  4	4.	Determine if deletion/deferment action is appropriate and final 


		action.


0  1  2  3  4	5.	Brief soldiers and family members concerning travel entitlements,


		 shipment of household goods, hold baggage, passports, 


		dependent travel, port calls, special assignments and POV.


0  1  2  3  4	6.	Determine finance entitlements and reimbursements for travel.


0  1  2  3  4	7.	Ensure permanent change of station orders are published timely.


0  1  2  3  4	8.	Direct the operation of the Port Call Office.


0  1  2  3  4	9.	Formulates procedures, issue directives an standard operating 


		procedures to ensure timely issuance of port call for all military and 


		civilian personnel departing the installation.


0  1  2  3  4	10.	Review concurrent travel applications for accuracy, completeness, 


		etc.


0  1  2  3  4	11.	Issue travel authorization for movement of dependents at 


		government expense.


0  1  2  3  4	12.	Provide technical advice and training to staff in support of the 


		enlisted distribution and assignment system  (EDAS and 


		SIDPERS).


0  1  2  3  4	13.	Process soldiers, DOD civilians, and family members for fee 


		passports when required.


0  1  2  3  4	14.	Develop SOPs/LOIs and briefings in support of group moves.


0  1  2  3  4	15.	Monitor group movement from aerial ports of embarkation.


0  1  2  3  4	16.	Develop performance standards and evaluate performance of 


		subordinates.


0  1  2  3  4	17.	Conduct meetings with subordinates to inform employees of 


		policies and procedures.


0  1  2  3  4	18.	Counsel subordinates on misconduct and initiate disciplinary action 


		when appropriate.


0  1  2  3  4	19.	Interview and recommend candidates for appointment, promotion,


		 or reassignment. 


0  1  2  3  4	20.	Identify training and developmental needs of subordinates.


0  1  2  3  4	21.	Schedule and approve leave of subordinates.


0  1  2  3  4	22.	Coordinate with and notify labor organization as necessary.


0  1  2  3  4	23.	Resolve employee grievances and complaints.




















