POSITION:	TRANSPORTATION ASST, GS-2102-6  (2102-06)





0  1  2  3  4 	1. 	Determine entitlements for personal property movements of military 


		personnel, their dependents and civilian employees.


0  1  2  3  4 	2. 	Determine entitlements for personal property movements for 


		domestic and overseas shipment, delivery, storage, diversion and 


		reshipment.


0  1  2  3  4	3. 	Prepare required documents associated with personal property 


		movements.


0  1  2  3  4 	4.	Operate keyboard and computer terminal to enter shipment data 


		into Transportation 


		Operational Personal Property Standard System (TOPS) computer.


0  1  2  3  4 	5.	Conduct audits to determine accuracy of delivery charges.


0  1  2  3  4 	6.	Prepare carrier evaluation reports. 


0  1  2  3  4 	7.	Prepare documents to divert/reship personal property.


0  1  2  3  4 	8.	Coordinate with commercial carriers, and  local and overseas 


		transportation personnel


0  1  2  3  4 	9. 	Make assessment of weight, cost factors, origin and destination to 


		determine mode of shipment. 


0  1  2  3  4 	10.	 Provide advice concerning entitlements and  shipment of special 


		items to customers completing applications.


0  1  2  3  4 	11.	Screen orders for correct appropriation and authorization for 


		shipment.


0  1  2  3  4 	12.	Compute proportionate costs to be borne by owner resulting from 


		excess weight, distance, or storage.  


0  1  2  3  4 	13.	Obtain appropriate forms required to process shipment.


0  1  2  3  4 	14.	Maintain records of shipments placed in storage.


0  1  2  3  4 	15.	Process documents to remove shipments from non-temp storage.


0  1  2  3  4 	16.	Advise personnel of regulatory requirements related to entitlements 


		for shipments. 


0  1  2  3  4 	17.	Advise personnel of shipping requirements and restrictions 


		associated with shipment of privately owned vehicles.


0  1  2  3  4 	18. 	Arrange for pick up of privately owned vehicles.


0  1  2  3  4 	19. 	Conduct traces on missing shipments or those that have not 


		arrived on schedule.


0  1  2  3  4 	20. 	Process claims for reimbursement , determining amount payable 


		by the government.


0  1  2  3  4 	21. 	Maintain suspense system for storage periods.


0  1  2  3  4 	22.	Approve requests for extension of storage.


0  1  2  3  4 	23.	Review and certify documents submitted by carriers for payment of 


		reweigh charges, storage and other charges.


0  1  2  3  4 	24.	Request inspection by Quality Control personnel when fires, smoke 


		or excessive damage has occurred. 


0  1  2  3  4 	25.	Prepare and maintain files/records of all inbound shipments.


0  1  2  3  4 	26.	Compose and type various correspondence in draft form.








