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SUPPORT SERVICES SPECIALIST
GS-342-11

1. INTRODUCTION

~ This posst!on is located in the Administrative Semoe Center (ASC), Administrative
Resources Division (ARD). The incumbent is responsible for analyzing, planning,

: mplemenMgandpeﬁormmgavanetyofadmrustahvesemoesinastateorarea

(Field) office and the ARD providing local Support. These assignments cover a full
range of administrative support relahng to the mission of the division. Actual
assngnments in particular functional areas will vary depending upon the identified
m:ssnon requu'ements of the office

I, DUT_l_E§_ ‘AND BESEON§_ |au_.m'ss

- The mcumbent partcspates in goal setting for state and/or areas ofﬁoes .
monitoring performance, establishing procedures, reviewing and lnterpretxng changes
in regulations and policies for a specific jurisdiction. 'Provides advice and assistance

- to operating officials and program managers, devising and implementing new

systems, perfonmng studies and reviewing operatnons

 PROPERTY MANAGEMENT

Analyzes property needs of field offices. Determlnes proper level of furniture and
equipment and takes action to bring the office to the level either through procurement,
transfer, or disposal, as appropriate. ‘Negotiates with managers to accomplish these
actions. Maintains accountability of inventory, processes all required documents
relating to transactions, prepares reports on property management program for the
General Semces Administration-and HUD Headquarters as requnred .

‘TRANSPORTATION MANAGEMENT

Administers transportation activities for the field office, primarily the use of GSA
vehicles, but also activities such as parking, leased or rented vehicles, transit
subsidies, and other transportation related activities. Establishes systems for and

' monitors the assignment and use of GSA vehicles and the transit subsidy program.

Determines over and under utilization, determines assignments or resolves assignment

ARD.

. problems, etc. Prepares reports for submission to GSA, HUD Headquarters and the



- SAFETY & HEALTH

Coordmates the field office Safety & Health Program Performs health & safety
inspections, receives and reviews incident and ‘accident reports, investigates and
identifies causes and resolves problems. Negotiates with GSA and other agencies
concerning health & safety issues, establishes procedures for adhenng to safety
programs, coordinates weliness programs, represents management on union and .
inter-agency Health & Safety Commrttees Prepares reports and conducts studies, as
assrgned

FAcrui'lEs -MANA‘GEMENT

Coordinates burldrng management activities with GSA and lessors to insure that
adequate services and facilities are provided. Evaluates adequacy of building
management, maintenance and operations. Reviews and responds to requests for
action on facility issues such as relocation of electricaltelephone outlets, rnadequate
maintenance, heating or air-conditioning, health and safety, etc. Takes or
recommends actions to respond to building related needs.- Monitors funding levels.
Prepares reports. Monitors space alteration projects in the field office in conjunction
with ARD Project Management Specialist for specific projects.

COMMUNICATIONS

Reviews requests from program units in state and area offices for additional
services and/or equipment.. Coordinates the ordering and installation of telephone
services with. GSA, commercial utilities. ‘Reviews billings and resolves discrepancies. -

- Monitors and analyzes field office communications use, prepares reports and

recommends or takes action to resolve problems. Maintains the electronlc
telecommunication system for the office, where applicable.

SMALL PURCHASING

Administers and/performs work involving the procurement of supplies and services
to support the operation of state or area office. Evaluates proposals for open market -
~ purchases under $2,500, local office contracts for service, and monitors GSA schedule
contracts for compliance. Establishes operating procedures for obtaining products
and services, resolves problems and prepares reports on procurement activities.



IMPREST FUND

In somie offices, the incumbent may serve as an imprest | Fund Cashier. Issues
- monies for travel advances and reimbursements for the procurement of a variety of
- products and services in accordance with the us. Treasury and HUD reguiations.

: RECORDS MANAGEMENT
Mamtarns records management systems, |ndudmg monrtonng the retention,

returement and disposal of records; making records surveys; and coordanahng records
. services wrth the Na’aonal Archrves and Records Semces :

KNOWLEDGE REQUIRED
"~ Analytical abiity

Knowledge of methods used to gather, analyze. and evaluate mformat:on
' oonoemrng administrative management process

'Knowledge of operations and support semces requrrement of HUD
organizations.

Knowledge of operational and performance characteristics of
telecommumcatrons equrpment.

_ .Knowiedge of: property management program requrrements

vKnowledge of transportation management program requrrementsa nnd
procedures

~Knowledge of procurement practices, contracting methods, and of business .
and.industry practices, sources of supply; cost and requnrement factors.

'Knowledge of budget admmlstratuon practxces
Knowledge of imprest fund requnrements and practlces

Ability to meet and deal effectively with employees at all levels of the .
organization.

Skill in oral and written-c':ommunications



Superv1sory Controls

‘The- 1ncumbent works under the. general superv151on of -
‘the Director; ARD, —Assignments are made in terms of
general outline and the incumbent 1ndependent1y plans
“the. progects, developlng analytical methods and study
. procedures, deviating from accepted practlces to the
extent required by the nature of the project. The
Aincunbent interprets policies, adapts guides, and
modifies standard practlces and procedures to resolve
problems for ‘which there is an lack of or which~
- _.present ‘instructions are. 1nadeqnate.- “The. incumbent - _
. -resolves most. problems as ‘they arise referring only - -
the most difficult issues and controversies to the
'superv1sor wlth recommended actions. Completed work
is reviewed for soundness of overall approach,
_adequacy . of results achieved and compliance to
_p011c1es and a551gnments objectives.



