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Chapter 7

Supply Corps Enlisted Community
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There are approximately 25,000 members representing the seven Supply ratings:  Aviation Storekeeper, Disbursing Clerk, Lithographer, Mess Management Specialist, Postal Clerk, Ships Serviceman and Storekeeper.  A supply enlisted community overview is provided below.  This demographic information indicates how Supply compares with the Navy as a whole in various categories.  

Supply Enlisted Community Manager (ECM)

The Director, Enlisted Plans and Policy (OP33), is responsible for monitoring the health and welfare of all of the enlisted Supply Corps ratings.  OP33 is co-located and additionally assigned (addu) to the OPNAV staff, Enlisted Community Manager (N132D15), under the Chief of Naval Personnel.  OP33 directs the activities associated with enlisted planning in areas of accessions, training, advancements, distribution, retention and separations.  The OP33 staff develops and reviews plans to man supply billets afloat and ashore based upon verifiable requirements and current and/or projected inventories as constrained by training facility limitations and authorized end-strength purchased by Manning Control Authorities (MCA).         
OP33 serves as the point of contact on all matters pertaining to the supply ratings for the Bureau of Naval Personnel (BUPERS).  They also ensure the responsiveness of the supply detailers in fulfilling programmed requirements and monitor developments against long-range enlisted plans dealing with requirements, training, advancements, distribution, and special programs.  In addition, OP33 collects, verifies and evaluates essential data relating to rate, rating and Navy Enlisted Classification (NEC) manning afloat and ashore to establish trends and propose corrective action as required to ensure long-range programs remain effective and viable.  The ECM staff also maintains current rating data, prepares impact statements on contemplated actions, reviews rate training manuals, school curriculums, develops recommendations to support career progression and retention programs, and sets sea/shore rotation for all of the supply ratings.  The figure below highlights some of the responsibilities and functions of the Enlisted Community Managers.

[image: image10.png]



Rate Specific Information 

The remainder of the chapter contains information specific to each of the seven Supply enlisted ratings.  Each rating section includes a brief general job description, applicable Class "A” school information, and current sea/shore rotation.  Current sea/shore rotation and advancement information can be obtained from your Command Career Counselor.  Appendixes C through I contain additional information pertaining to “C” schools, billet descriptions (afloat and ashore) and career development paths for each of the Supply ratings.    

Requests for “C” Schools Quotas

To request a “C” school quota, commands should send a message to the “C” school manager at least 60 days prior to the class convening date to ensure that a quota is available.  The message should include the member’s name, social security number, command UIC, class title and convening date, and the NEC for the particular course desired.  Upon receipt of the message, a message will be sent back to confirm the request. Information pertaining to available “C” schools for each of the ratings is contained in appendixes C through J.  Information pertaining to “C” schools and additional training opportunities available to multiple Supply ratings is provided in Appendix J.
Individual Career Path Development Plan


Supply Corps members are encouraged to develop their own career path development plan like the one shown in the appendix for each of the supply rates.  You may use the blank form provided to record and project your own career plan.  In using this form, note that all billets up to and including your present assignment should be specific.  For future planning, billets should be stated in general terms, usually by type of duty desired.  Again, flexibility is important.  Career planning is an iterative process and should be reviewed and modified as your goals and interests, and the needs of the Navy change.
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Aviation Storekeeper
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AKs ensure that materials and equipment needed by Naval aviation activities are available and in good order. They take inventories, estimate future needs and make purchases.  AKs store and issue flight clothing; aeronautical materials and spare parts, ordnance, electronic, structural and engineering equipment. 
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Aviation storekeepers operate data processing equipment to record data for accounting purposes, perform stock control functions for aviation supplies, spare parts and technical aviation items, confirm shipments and make reports of excesses, shortages or damages, and classify and stow materials using the required protective measures.  They are responsible for packing, tagging and inspecting equipment and parts, conducting inventories, reconciling and posting discrepancies for accountable inventories and financial records.  Additionally, they prepare and maintain records pertaining to stock control and issuance of aviation equipment and materials, process allowance changes, validate requirements and monitor supply requests, maintain control of status, physical inventory and location of repairable and retrograde components, and maintain financial control records.  

AK “A” School

	Course No:
	C-551-2010

	Length:
	40 Days

	NEC:
	None

	Location:
	NTTC Meridian

	Prerequisites:
	Qualifying ASVAB Scores
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The Aviation Storekeeper “A” school is designed to provide non-rated personnel with the basic technical knowledge and related skills necessary to perform at the apprenticeship level.  The course is designed under the “Core and Strand” concept.  The core focuses on basic supply procedures and mirrors the curriculum of the SK “A” school.  The core course provides technical knowledge and skill level training of supply administrative functions, material identification, material procurement, material storage and handling, and basic inventory management afloat.  The strand focuses on the duties and responsibilities that are to be performed within the Material Control workcenter of an Aviation Organizational (AOMD) and Aviation Intermediate (AIMD) level activity, including the duties and responsibilities of the Aviation Support Division (ASD).  This course also provides a basic introduction to Naval Aviation Logistics Command Management Information System (NALCOMIS).  

AK Sea/Shore Rotation*

	E1-3
	E4
	E5
	E6
	E7
	E8
	E9

	51/24
	48/36
	48/36
	45/36
	36/36
	36/36
	36/36


*As of Apr 99.  For current sea/shore rotation information contact you Command Career Counselor.

Disbursing Clerk
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DKs maintain the financial records of Navy personnel.  They prepare payrolls, determine transportation entitlements, compute travel allowances and process claims for reimbursement of travel expenses.  DKs also process vouchers for receiving and spending public money and ensure accounting data is accurate.  They maintain fiscal records and prepare financial reports and returns.  Disbursing Clerks maintain pay records and process travel claims for the Navy using microcomputers, review records for accuracy, process documents affecting military pay entitlements and deductions, and perform related computations. 

DK “A” School

	Course No:
	C-542-0011

	Length:
	50 Days

	NEC:
	None

	Location:
	NTTC Meridian

	Prerequisites:
	Qualifying ASVAB Scores
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The Disbursing Clerk “A” school course is designed to provide non-rated Navy personnel with the basic knowledge and related skills necessary to perform at the apprenticeship level.  Graduates of the course will be able to maintain pay accounts for officer/enlisted personnel under direct supervision of a senior Disbursing Clerk.  Training is provided on basic pay and allowances, leave and earning statements, special and incentive pays, miscellaneous pay and allowances, payroll allotments, and the Defense Joint Military Pay System (DJMS).  Students also receive keyboard familiarization training.

DK Sea/Shore Rotation*

	E1-3
	E4
	E5
	E6
	E7
	E8
	E9

	51/24
	48/36
	48/36
	48/36
	36/36
	36/36
	36/36


*As of Apr 99.  For current sea/shore rotation information contact you Command Career Counselor.

Lithographer
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LIs run the Navy print shops producing the printed material used by Naval activities.  LIs print service magazines, newspapers and bulletins, training materials, official policy manuals, etc.  They operate printing presses, do layout and design, and collate and bind printed pages.  The usual specialties are cameraman, pressman and binderyman.
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Lithographers perform graphic reproduction with lithographic, electronic and related reproduction equipment, assist in determining the appropriate style and format for publications, and prepare lithographic impositions.  In addition, they prepare traditional and electronic line and halftone copy, operate and maintain desktop publishing systems, copy cameras, darkroom equipment, digital/electronic equipment and bindery equipment.  These skills are applicable to all lithographic and reprographic applications.

LI “A” School

	Course No:
	A-740-0025

	Length:
	96 Days

	NEC:
	None

	Location:
	FT Belvoir, VA

	Prerequisites:
	Qualifying ASVAB Scores
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The Lithographer “A” school course is designed to provide non-rated Navy personnel with the basic technical knowledge and skills necessary to function as a Lithographer/Printer and to operate the various equipment involved with the rate.  The course provides the working knowledge and skills necessary to prepare photographic chemicals, operate lithographic copy cameras to produce line and halftone negatives, utilizing filter techniques when appropriate, use tray and automatic film processing methods, prepare simple and combination flats utilizing layout dummies, and produce offset plates.  Students obtain apprentice level technical knowledge and skills necessary to operate photo-direct platemakers, digital and standard duplicators up to 17” X 22” in size, and perform operator maintenance on all equipment used.  Students receive training in desktop publishing procedures, producing camera-ready copy, print shop administration, and a working knowledge of bindery equipment.   

LI Sea/Shore Rotation*

	E1-3
	E4
	E5
	E6
	E7
	E8
	E9

	54/24
	51/36
	48/36
	48/36
	42/36
	36/36
	36/36


*As of Apr 99.  For current sea/shore rotation information contact you Command Career Counselor.

Mess Management Specialist
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MSs operate and manage Navy dining facilities and Bachelor Enlisted/Combined Quarters (BEQ/CBQ). They cook, bake, order, receive,  inspect, manage and stow subsistence for use in Navy dining facilities ashore and afloat. They maintain food service, prepare spaces and equipment, and keep appropriate records when serving on Flag Messes or as an Enlisted Aide in living quarters ashore.
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Mess Management specialists are responsible for the operation and management of Navy messes and living quarters established to subsist and accommodate Naval personnel.  They estimate quantities and kinds of food items required, assist Supply Officers in procurement and stowage of subsistence items, equipment and mess gear, check deliveries for quantity and quality, and assist medical personnel in quality inspections.  In addition, they prepare menus, plan, prepare and serve meals, maintain cleanliness and sanitation requirements in food service spaces to include storerooms and refrigerated spaces, maintain records and submit required reports for financial transactions, and supervise personnel assigned to maintenance duties in living quarters.  

MS “A” School

	Course No:
	A-800-0013

	Length:
	38 Days

	NEC:
	None

	Location:
	Lackland AFB San Antonio, TX

	Prerequisites:
	Qualifying ASVAB Scores
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The Mess Management Specialist “A” school course is designed to provide non-rated Navy personnel with the basic knowledge and related skills to perform at the apprenticeship level.  The course provides the training necessary to properly prepare and serve food, care for and safely operate galley equipment, ensure practice of high sanitation and personal hygiene standards, and proper wardroom protocol.  The major emphasis of the course is placed on the use of the Armed Forces Recipe Service and includes recipe conversion, food service organization, sanitation, Navy Occupational Safety and Health (NAVOSH) Program, nutrition, cooking, baking and wardroom service.

MS Sea/Shore Rotation*

	E1-3
	E4
	E5
	E6
	E7
	E8
	E9

	51/24
	48/36
	48/36
	45/36
	36/36
	36/36
	36/36


*As of Apr 99.  For current sea/shore rotation information contact you Command Career Counselor.

Postal Clerk
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The Navy operates a large postal system manned by Navy PCs, who have similar duties to their civilian counterparts in the U.S. Postal Service. PCs send mail on its way, collect postage-due mail, prepare customs declarations, collect outgoing mail, and cancel stamps.  They also perform a variety of record-keeping and reporting duties, which include maintaining an up-to-date directory service and locator file. 

Postal clerks operate Navy post offices which includes selling money orders, handling certified, registered, and official mail, and collecting and remitting COD charges, perform general clerical duties, including mail sorting and distribution and record maintenance, advise personnel on packaging and preparation of customs declarations, operate automated mail processing equipment including data input.  More senior Postal Clerks audit and review inspection reports of Navy post offices, prepare parent office reports, collect and remit postage meter funds and supervise preparation, maintenance, and distribution of local postal records and reports.    

PC “A” School

	Course No:
	510-ASCF5(71L10)(F)

	Length:
	5 weeks

	NEC:
	None

	Location:
	FT Jackson, SC

	Prerequisites:
	Qualifying ASVAB Scores


The Postal Clerk “A” school is designed to provide personnel with the basic skills required of a postal clerk.  Subject matter includes domestic and international mail, special services, mail security, operation of postage meter machines, Integrated Retail Terminal (IRT) and a postal service center operation.  Additional areas covered include  preparation of money order transactions, maintaining and auditing stamp stock, processing regular and registered mail, mail transportation, directory, claims, supplies, and equipment.  

PC Sea/Shore Rotation*
	E1-3
	E4
	E5
	E6
	E7
	E8
	E9

	60/24
	51/36
	48/36
	45/36
	36/36
	36/36
	36/36


*As of Apr 99.  For current sea/shore rotation information contact you Command Career Counselor.

Ship’s Serviceman
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SHs manage barber shops, uniform stores, laundries, and dry cleaning plants both afloat and ashore.  Ship’s Servicemen are responsible for providing direct personal service by operating and managing resale activities, such as ship’s stores, service activities of the ship’s stores including laundry and dry cleaning facilities, vending machines, snack bars and barber shops.  They also perform clerical and stock control functions for all activities operated.   

SH “A” School

	Course No:
	A-823-0012

	Length:
	28 Days

	NEC:
	None

	Location:
	NTTC Meridian

	Prerequisites:
	Qualifying ASVAB Scores
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The Ships Serviceman “A” school course is designed to give non-rated Navy personnel the basic technical knowledge and related skills necessary to perform at the apprenticeship level.  The course includes study and hands-on training in the areas of customer service, Standards of Conduct, sanitation, security, introduction to procurement, receipt and custody of ship store stock, stowage of merchandise, breakout of merchandise to various retail outlets, introduction to expenditures, ship’s store and vending machine operations, cash fund handling, inventory of merchandise, and laundry processing and administration.  There are approximately two weeks of classroom instruction and 2 weeks of hands-on training in the areas listed above.  

SH Sea/Shore Rotation*
	E1-3
	E4
	E5
	E6
	E7
	E8
	E9

	60/24
	54/30
	54/36
	51/36
	45/36
	42/36
	42/36


*As of Apr 99.  For current sea/shore rotation information contact you Command Career Counselor.

Storekeeper
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SKs are the Navy's supply clerks. They see that needed supplies are available including everything from clothing and machine parts to forms and food.  SKs have duties as financial managers, inventory managers, warehousemen, purchasing agents, stock clerks and supervisors, retail sales clerks, store managers, inventory clerks, buyers, bookkeepers, and forklift operators.
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Storekeepers ensure that all repair parts and general supplies for the ship, squadron or shore base are accurately ordered, received and issued through automated accounting systems.  They properly account for supplies, keep budget records for government funds, and learn warehousing, accounting, inventory management and transportation skills.  Their duties include ordering, receiving and issuing spare parts, clothing and general supplies, serving as air cargo specialists, loading airplanes with supply material, operating computer systems to account for all government supplies, keeping financial and inventory records for all parts in shore based warehoused and ship storerooms.  

SK “A” School

	Course No:
	A-551-0014/C-551-2010A

	Length:
	40 Days

	NEC:
	None

	Location:
	NTTC Meridian

	Prerequisites:
	Qualifying ASVAB Scores


The Storekeeper “A” school course is designed to provide non-rated Navy personnel with the basic technical knowledge and related skills necessary to perform at the apprenticeship level.  The course is designed under the “Core and Stand” concept.  Students will accomplish the following learning objectives through group-paced instruction and intensive practical exercises: supply administration, material identification and procurement, material receipt, stowage and handling, basic inventory management afloat, financial management, COSAL, SUADPS-RT, and SNAP II.  Additional areas covered include the Navy Supply System, customer service, correspondence, basic OPTAR accounting, supply forms, basic supply acronym and Military Standard Requisitioning and Issue Procedures (MILSTRIP).   

SK Sea/Shore Rotation*
	E1-3
	E4
	E5
	E6
	E7
	E8
	E9

	51/24
	48/36
	48/36
	45/36
	36/36
	36/36
	36/36


*As of Apr 99.  For current sea/shore rotation information contact you Command Career Counselor.
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Essentially as an ECM it is our responsibility to ensure that we have the correct number of personnel in each rating and paygrade to fill the requirements of the fleet…we deal with everything from setting the numbers for recruit com to recruit to…setting the A & C shool requirementts…determining the validity of billets…setting sea/shore rotation…determining which ratings will receive SRB and SDAP…reviewing and approving all early out  and tera requests…we also review all ENCORE requests…for those of you who are not familiar with ENCORE, this requires all first term personnel to request approval from the BUREAU prior to re-enlisting…for individuals in CREO group 3 categories, you currently must be an E-5 to receive approval…we have several Supply rates which fall into this category, we will discuss this on the rate specific slides…we also review NEC requirements for validity or possible elimination…and lastly we determine what the advancement quotas will be for each rating/paygrade.
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