Acquisition Workforce Demo Project

Position Requirements Document

I.  Organization information:

II.  Position information:  Supply Program Management, NH-2003-II.   

III.  Duties:

Performs systems analyses of programs and problems associated with supply systems.  Recommends functional guidance for new systems and for system modifications.  Participates in special automation projects.

Develops, refines, interprets and issues policies and procedures for a major facility that interfaces with other supply management policies.  Coordinates with representatives of other organizations.

Carries out important supply program planning, management, and evaluation by performing program planning and budgeting, and determining funding priorities for supply program operations for a major multi-mission installation with supply operations performed for different activities.

IV.  Factors:

Factor: 

1. - Problem Solving 

Level II.   

Work is timely, efficient, and of acceptable quality.  Completed work meets project/program objectives.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Plans and conducts administrative activities for projects.  Develops, modifies, and/or applies rules, procedures, or operations to resolve problems of moderate complexity/difficulty.  Independently plans and executes assignments; resolves problems and handles deviations.  Identifies and adapts guidelines for new or unusual situations.

Factor:

2. - Teamwork/Cooperation
Level II.   

Work is timely, efficient, and of acceptable quality.  Personal and organizational interactions exhibit and foster cooperation and teamwork.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Works with others to accomplish tasks.  Resolves administrative problems; facilitates cooperative interactions with others.  Guides others and coordinates activities in support of team goals.  Proactively functions as an integral part of the team.

Factor:

3. - Customer Relations

Level II.   

Work is timely, efficient, and of acceptable quality.  Personal and organizational interactions enhance customer relations and active promote rapport with customers.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Guides the administrative efforts of individuals or team members as they interact with customers.  Independently interacts with customers to understand customer needs/expectations.  Interacts independently with customers to communicate information and coordinate actions.  

Factor: 

4. - Leadership/Supervision
Level II.   

Work is timely, efficient, and of acceptable quality.  Leadership and/or supervision effectively promote commitment to mission accomplishment.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Actively contributes as team member or leader; takes initiative to accomplish assigned projects.  Guides others in accomplishing projects.  Coordinates appropriately with others to complete tasks within established guidelines.  Identifies and pursues individual/team developmental opportunities.

Factor:

 5. – Communication
Level II.   

Work is timely, efficient, and of acceptable quality.  Communications are clear, concise, and at appropriate level.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Interprets and communicates administrative procedures within immediate organization.  Prepares, coordinates, and consolidates documents, reports, or briefings.  Communicates/presents internal administrative/functional procedures and tasks internally and externally.

Factor: 

6. - Resource Management

Level II.   

Work is timely, efficient, and of acceptable quality.  Resources are utilized effectively to accomplish mission.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Identifies and uses resources to accomplish projects.  Plans resources to achieve project schedules.  Effectively accomplishes projects within established resource guidelines.

V.    Staffing KSA's

Ability to communicate orally

Ability to communicate in writing

Ability to maintain good working relations

Ability to plan and organize work

Ability to analyze problems and to develop timely and economical solutions

Ability to stratify resources against approved programs; to plan, present, and execute budgets; to analyze budget impacts on programs; and to forecast long-term funding requirements

Ability to originate new ideas, projects, studies, and methodologies

Knowledge of applicable customer services standards

Knowledge of laws, regulations, policies, procedures, techniques and methods of assigned specializations and functions

Knowledge of policies, methods and procedures for type classification of material/approval for service use

Knowledge of policies and procedures for requisitioning and issuing equipment and supplies

Knowledge of distribution facilities and storage management functions and techniques

Knowledge of structure, contents, codes, internal and external interfaces, update procedures and uses of automated supply systems and databases

Knowledge of procedures and precautions to be taken in the maintenance and operation of equipment, and in the storage and movement of supplies, to ensure required security, safety and environmental standards are met

Knowledge of regulatory requirements, special procedures, and preventive safety factors for the transportation and storage of ammunition, explosives or other hazardous materials

Ability to review, analyze, and evaluate supply management programs

Ability to interpret specialized documentation and descriptions pertaining to equipment

Ability to develop, prepare, coordinate, staff, and implement supply management

policies, procedures, programs and directives

Knowledge of sources, responsibilities, and means for providing assistance or advice to resolve supply problems

Ability to review, analyze, and manage Contingency, Mobilization Planning, and/or War Reserves Programs

Ability to review, analyze, and manage Foreign Military Sales programs
