Personnel Qualifications – Attachment Four


PERSONNEL QUALIFICATIONS

TRAINING COORDINATOR AND PURCHASE CARD PROGRAM OFFICE SUPPORT (PURCHASE CARD PROGRAM)

Education:  The following educational qualifications are desired:

· Successful completion of the Department of Navy eBusiness Computer Based Training (CBT) for Government Purchase Cardholders and Approving Officials.

· Successful completion of the Defense Acquisition Simplified Acquisition Procedures Course (CON 237).

General Experience:  The following experience is desired:

· Seven years of training audiences comprised of Military and Civilian personnel, including development of a course syllabus with appropriate supporting training manuals and materials.

· Five years of experience in training environments where both automated and manual tools are utilized.

· One year of general office experience to include SAP/R-3, Microsoft Access, and Microsoft Office computer software applications; screening and directing incoming phone calls to appropriate personnel and preparation and dissemination of official correspondence; and effective written and oral communication skills

Above Experience Shall include:

· Seven years of specialized military or civilian experience with the Government Commercial Purchase Card program.

· Including seven years as a Government Purchase Cardholder or Approving Official

· Including five years experience as a Government Purchasing Agent

· Demonstrated knowledge of applicable Federal Acquisition Regulation (FAR), Defense Federal Acquisition Regulation Supplement (DFARS), and Department of Defense (DoD) regulations 
governing the purchase card program and simplified acquisition procedures.

· Seven years of experience performing audits in accordance with Department of Navy eBusiness Operations Instruction 4200.1A or other equivalent instruction, to include performance of monthly and semi-annual audits of purchase card transactions and documentation of the results so an appropriate audit trail is evident

· Seven years of experience with Purchase Card Account support 

· Including establishing new accounts

· Including reviewing accounts

· Including Changing Account Information

· Including reviewing Purchase Card bank program reports

· Including canceling or closing accounts

· Including responding to inquiries on purchase card issues from Cardholders and Approving Officials.

ASSISTANT TRAINING COORDINATOR AND PURCHASE CARD PROGRAM OFFICE SUPPORT (PURCHASE CARD PROGRAM)

Education:  The following educational qualifications are desired:

· Successful completion of the Department of Navy eBusiness Computer Based Training (CBT) for Government Purchase Cardholders and Approving Officials.

· Successful completion of the Defense Acquisition Simplified Acquisition Procedures Course (CON 237).

General Experience:  The following experience is desired:

· Four years of training audiences comprised of Military and Civilian personnel, including development of a course syllabus with appropriate supporting training manuals and materials.

· One year of experience in training environments where both automated and manual tools are utilized.

· One year of general office experience to include SAP/R-3, Microsoft Access, and Microsoft Office computer software applications; screening and directing incoming phone calls to appropriate personnel and preparation and dissemination of official correspondence; and effective written and oral communication skills

Above Experience Shall include:

· Four years of specialized military or civilian experience with the Government Commercial Purchase Card program.

· Including four years as a Government Purchase Cardholder or Approving Official

· Including two years experience as a Government Purchasing Agent

· Demonstrated knowledge of applicable Federal Acquisition Regulation (FAR), Defense Federal Acquisition Regulation Supplement (DFARS), and Department of Defense (DoD) regulations 
governing the purchase card program and simplified acquisition procedures.

· One year of experience performing audits in accordance with Department of Navy eBusiness Operations Instruction 4200.1A or other equivalent instruction, to include performance of monthly and semi-annual audits of purchase card transactions and documentation of the results so an appropriate audit trail is evident

· One year of experience with Purchase Card Account support 

· Including establishing new accounts

· Including reviewing accounts

· Including Changing Account Information

· Including reviewing Purchase Card bank program reports

· Including canceling or closing accounts

· Including responding to inquiries on purchase card issues from Cardholders and Approving Officials.

PURCHASE CARD PROGRAM OFFICE SUPPORT (PURCHASE CARD PROGRAM)

Education:  The following educational qualifications are desired:

· Successful completion of the Department of Navy eBusiness Computer Based Training (CBT) for Government Purchase Cardholders and Approving Officials.

· Successful completion of the Defense Acquisition Simplified Acquisition Procedures Course (CON 237).

General Experience:  The following experience is desired:

· Eighteen months of administrative support for Military and Civilian personnel.

· One year of general office experience to include SAP/R-3, Microsoft Access, and Microsoft Office computer software applications; screening and directing incoming phone calls to appropriate personnel and preparation and dissemination of official correspondence; and effective written and oral communication skills

Above Experience Shall include:
· Eighteen months of specialized military or civilian experience with the Government Commercial Purchase Card program.

· Including eighteen months as a Government Purchase Cardholder or Approving Official

· Including one year of experience as a Government Purchasing Agent

· Demonstrated knowledge of applicable Federal Acquisition Regulation (FAR), Defense Federal Acquisition Regulation Supplement (DFARS), and Department of Defense (DoD) regulations 
governing the purchase card program and simplified acquisition procedures.

· One year of experience performing audits in accordance with Department of Navy eBusiness Operations Instruction 4200.1A or other equivalent instruction, to include performance of monthly and semi-annual audits of purchase card transactions and documentation of the results so an appropriate audit trail is evident

· Eighteen months of experience with Purchase Card Account support 

· Including establishing new accounts

· Including reviewing accounts

· Including Changing Account Information

· Including reviewing Purchase Card bank program reports

· Including canceling or closing accounts

· Including responding to inquiries on purchase card issues from Cardholders and Approving Officials.

MILITARY STANDARD REQUISITIONING AND ISSUE PROCEDURES (MILSTRIP) SUPPORT

General Experience:  The following experience is desired:

· Eight years of experience working with the Military Standard Requisitioning and Issue Procedures (MILSTRIP) process to include a familiarity with governing instructions

Above Experience Shall include:

· A demonstrated understanding the utilization of the data entry elements as they apply to requisitioning and management procedures including

· Document Identification codes

· Routing Identification codes

· Media and Status codes

· Fund codes

· Signal codes

· Part Numbers/National Stock Numbers (NSN)/Commercial and Government Entity (CAGE) codes

· Requisition number management and control

· Advise code

· Logistic management/shipping codes

· Experience receiving and providing requisition status, material availability, requirement technical screening and problem solving in the MILSTRIP system

· Experience in maintaining MILSTRIP requisition files including documentation on follow-ups, material obligation validation and material expediting

· Experience in repairable material management, tracking and reporting

· Experience in the Precious Metal Recovery Program (PMRP)

· Experience in Supply and Transportation Discrepancy Reporting

· Experience in utilization of Federal Government/Department of Defense Material Management Tools 

· Including Master Cross Reference Lists (MCRL)

· Including Master Index of Allowance Parts Lists (MIAPL)

· Including FEDLOG and HAYSTACK

· Including Navy Logistics Library

· Including Master Repairable Items List (MRIL)

· Including List of Items Requiring Special Handling (LIRSH)

· Including Defense Logistics Information Service (DLIS)
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