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GENERIC 

CREDITING PLAN


	This form contains the common skills of the following occupation.

	Title: Supply Clerk or Technician
	PP/Ser/Gr:  GS-2005-4 through 9



	Job Summary: Positions involve performing clerical or technical supply support work.  Duties may include performing inventory; reviewing supply lists to identify equipment and supplies needed; researching catalogs and other documents to locate stock numbers and identify authorized substitutions; preparing and processing supply requisitions; following up with vendors to obtain status and expedite supply orders; processing documentation for received supplies; issuing supplies to activity personnel; preparing and maintaining supply account records and reports; and inputting and compiling data and information into automated supply databases.  Some positions may require a qualified typist.



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

Job Category  

· Supply Management

Job Title

· Supply Clerk/Technician

Qualifications Terms (Desired/Required Skills):

· Supply documents

· System Tracking

· Data Entry

· Record Keeping

· Requisition Proc

· Office Automation

· Supply Support

· Data Collection

· Order Supplies



	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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