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CREDITING PLAN


	This form contains the common skills of the following occupation.

	Title: Procurement Clerk and Technician  
	PP/Ser/Gr:  GS-1106-06 through 09



	Duties:  Positions include performing or supervising clerical and technical work that supports the procurement of supplies, services, and/or construction.  Procurement clerks and technicians prepare, control, and review procurement documents and reports; verify or abstract information contained in documents and reports; maintain various procurement files; resolve a variety of shipment, payment, or other discrepancies; update and maintain the currency of procurement documents; track the status of requisitions, contracts and orders; expedite delivery of orders; monitor contractor performance; recommend contract modifications; investigate customer or vendor complaints; and perform other similar work in support of procurement programs and operations.  Positions may require a qualified typist.



	Qualifications (Skills): The following qualification terms have been identified for this position.  

Qualifications Terms (Skills):



	· Document Prep

· File Maintenance
· Procurement

· Purchasing Exp
· Contrct Monitoring

	· Document Review
· Contract Prep & Rev
· Problem Solving
· Analytical Ability
· Office Automation

	· Vendor

· Purchasing Docs

· Purchase Req
· DAWIA


	Supervisory qualifications:   The following supervisory terms have been identified for this position as applicable.

Supervisory Duties

· Schedule Work

· EEO

· Performance Eval

· Grievance

· Supervision

· Personnel Actions

· Safety Skills



	Additional Qualifications (Skills) Requested, if any:   If there are important qualifications (skills) missing in the above section, please list them below.  

	Key or Most Important Qualifications (Skills), if any:   From the qualifications (skills) listed in the above sections, identify 3 to 5 "most important" qualifications (skills) that help to distinguish best qualified candidates from qualified candidates. 
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Confidentiality Statement:  To insure compliance with Merit Systems Principles as contained in Section 2301, Title 5, United States Code, the confidentiality of this information must be protected.
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