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Major Duties

Serves as chief of the Finance Section of the Installation Resource Center (IRC) Fort Myer Military Community (FMMC). Primary responsibilities involve the formulation, presentation, justification, and execution of the FMMC operating budget which exceeds $65 million in direct and reimbursable funding from numerous appropriations.

Budget Development.

Develops and formulates the FMMC's operating budget program and monitors programs for compliance with policies, procedures, regulations, and budget limitations. In the absence of formal policy, interprets Department of the Army regulations and develops and implements budget policy for FMMC. Writes, edits, and/or reviews funding justification and supporting reports for submission to the Major Command (MACOM) headquarters 20%

Budget Justification.

Performs in-depth, rigorous analysis of budget requests employing techniques such as cost-benefit analysis, program trade-offs, and other alternative methods of funding (e.g., reimbursements, cost transfers, etc.). Based upon analysis of pertinent budget considerations (e.g., costs, funding limitations, and employee turnover, etc.), recommends the establishment and adjustment of budgetary ceiling.  After thorough analysis, the incumbent makes recommendations on complex and diverse programs, major and minor construction projects.  Also makes recommendations for, Non-appropriated funding (NAF), Base Realignment and Closure (BRAC) funding, special Office of the Secretary of Defense (OSD) family program funding, Department of Defense (DOD) force protection funding, base operations, and military and civilian training funds. 20%

Budget Execution.

Monitors the execution, use and rate of expenditure of funds through continuing dialogue with program officials and their staffs to assure that funds are properly allocated and are being spent in a timely and effective manner in support of authorized program and policy objectives. Recommends adjustments such as redistribution of funds within budget accounts, in response to changes in programs, staffing levels and/or fund availability. Exercises budget controls through review and approval of the obligation and expenditure of funds for management and administration purposes.

Prepares a variety of reports covering the status of funds, expenses and obligations as required by higher headquarters. Complies narrative and statistical material and prepares exhibits and related background information concerning the FMMC budget for use by briefing officials. 20%

Policy Development/Regulatory Compliance.

Devises and recommends the adoption of procedures to implement budgetary processes, policies and regulations issued by higher command headquarters. Provides advice and assistance to agency managers in the development of budget requests and related supporting documentation. Drafts procedural instructions and policy guidance for use by agency officials in planning and estimating funding needs. Advises program managers and other interested parties on the status and availability of funds in various budget accounts, and all aspects of the FMMC budget process. Devises and recommends procedures concerned with the implementation, maintenance and review of processes, policies and regulations. 15%

Personnel Administration.

Supervises a subordinate staff of budget analysts and system accountants.  Incumbent structures positions and assigns duties and responsibilities to achieve a balanced and fully productive workload which supports mission accomplishment. Insures that work assigned to subordinates is consistent with major duties and responsibilities and initiates change to job descriptions when necessary. Organizes work, sets priorities, and identifies short and long range goals. Provides guidance, sets performance standards and evaluates performance of subordinates. Interviews candidates for positions and makes selection for appointment, promotion, training, awards and disciplinary action. Provides counseling and guidance to staff in the performance of their assigned mission. 25%

Performs other duties as assigned.

NOTE: This position has oversight of a contract/MEO staff.  

It is the responsibility of this position to ensure the work performed in this work center is in accordance with contract/MEO documentation.  Discrepancies will be reported to the QAE/COR for resolution.

12.89% of this position’s time will be directed towards the management/oversight and quality control of the contract/MEO staff, as appropriate. 

Need to address director responsibilities regarding MEO across FMMC



Factor 1. Knowledge Required by the Position - Level 1-8 1550 points

-Expert knowledge and understanding of department of the Army and federal budget process, including knowledge of the Congressional budget process; and a thorough understanding of Office of Management and Budget (OMB) policies, directives, and regulations.

-Detailed knowledge of budgetary activities of each subordinate activity in order to review, edit, and/or approve budget requests submitted by those offices.

-Knowledge of the FMMC's mission, programs, and budgetary history to develop budgetary policies to implement program goals installation-wide.

-Knowledge of each directorate and special activities’ goals and objectives to determine how they affect the programs and budgets of each other and MACOM.

-A high degree of skill in analyzing and comparing cost-benefit ratios of alternative budget and program actions, to determine cost-benefit trade-offs between the budgets of the various staffs and directorates.

Factor 2. Supervisory Controls - Level 2-4 450 points

Working under the general supervision of the Director of the Installation Resource Center, the incumbent is assigned responsibilities on a continuing long-range basis for the formulation, presentation, and execution of the budget for various programs and activities. The director discusses overall objectives, critical problems, and special project assignments with the incumbent. Within the limits of policy guidance and instructions, the employee has a staff consisting of budget analysts and system accountants to plan and carry out continuing work assignments and objectives. Completed work is reviewed to determine the extent to which budgetary objectives have been met. Work must conform to overall policy and regulatory guidelines and be assessed as to its effectiveness of actions and recommendations in meeting long-term administrative, program and budgetary schedules and deadlines.

Factor 3, Guidelines - Level 3-4 450 points

Guidelines regularly used include DOD and MACOM directives concerning preparation, formulation, justification, presentation and execution of appropriated fund and special DOD/DA programs. The employee must interpret broad legislative, regulatory, and policy guidance in appropriations and legislative guidance to director’s budget plans, policies and recommendations.

The employee exercises a high degree of initiative and judgment in interpreting and applying broad guidelines and principles to administration of assigned budgetary functions. The employee recommends changes to directors/special staff budgets.

Factor 4, complexity-Level 4-5 325 points

On a continuing basis the incumbent provides advice and assistance to top Garrison management on budgetary matters which affect the conduct of the operation of the installation. The incumbent reviews and analyzes requests for apportionments, reapportionments and allotments of funds within the Garrison. In connection with budget administration duties, which include formulation, presentation and execution of assigned portions of the agency budget, the employee assembles necessary statistical, program, and financial data and prepares detailed narrative reports. The employee provides advice on the budgetary implications of policy and directives from higher headquarters. The employee prepares budget documents for submission to, and represents the department in negotiations with MACOM. Drafts recommended budgetary actions, policies, and related guidance to the FMMC staff. The employee analyzes dollar tradeoff between programs, such as costs and benefits of alternative budgetary and corresponding program options, and effects of changes in program emphasis and new guidance on the budget. Analytical considerations include the garrison's fiscal structure, which includes direct and reimbursable customers. In reviewing budget estimates and requests formulated by the various directors and special staff, the employee takes into account the mechanics of programs, legal and regulatory constraints specified by MACOM, DA, or DOD and overall FMMC policies. The employee develops budget presentations and justifications in a style and format that is compatible with current agency goals and objectives and the intent and desires of the Installation and Garrison Commander.

In reviewing the execution of approved budgets for assigned program areas, the employee considers the timing, scheduling and desirability of apportionment requests, allotments, transfers of funds within accounts (reprogramming actions), and requests for supplemental appropriations. The employee analyzes trends in spending and progress toward meeting budgetary objectives to assure that funds are used for the purposes for which they are appropriated.

Factor 5, Scope and Effect - Level 5-4 225 points

The primary purpose of work is to facilitate the acquisition and use of funding to support the agency's programs, goals, objectives, and operations for several years. The employee exercises administrative controls on the obligation and expenditure of all FMMC funds by all subordinate program and organizational elements, and assures that legal and regulatory requirements by DA/DOD are meet. This includes providing information, advice, and recommendations to top agency managers and directors concerning the status, availability, obligation, and expenditure of budgetary funds. Advice and recommendations provided by the incumbent concerning the acquisition, obligation, and expenditure of funds form the basis for decisions by senior Garrison officials affecting the conduct of the FMMC.

Decisions made concerning the technical treatment of budget estimates, apportionment requests, and reprogramming actions, affect the timely achievement of budgetary and program goals.  These decisions not only affect government employees and soldiers, but also numerous non-government contracts that provide services to the FMMC.

Factor 6, Personal Contacts - Level 6-3 60 points

Contacts are with high-level managers within the Garrison, including the executive assistant to the Garrison Commander as well as frequent briefings to the Garrison Commander. The incumbent will have discussions with senior MACOM budget and accounting officials who impact upon the FMMC budget on a daily basis.

Factor 7, Purpose of Contacts - Level 7-3 120 points

Contacts with top Garrison officials, MACOM budget and accounting officials and the Garrison Commander, are for the purpose of advising them of the current status of funding, and persuading them to approve recommended funding requests, budgetary actions, estimates, and distribution of excess funds. The employee represents the directorate in numerous formal and  informal meetings and briefings with MACOM for the purpose of justifying and defending budget estimates and appropriations requests. Contacts with budget staffs of other agencies and departments are to discuss budgetary transactions of mutual interest.

Factor 8, Physical Demands - Level 8-1 5 points

Work is performed for the most part while seated, however, the incumbent lifts and carries reference books, working papers and similar items to and from conferences. A moderate amount of standing and walking is required in getting to and from meeting places away from the work site.

Factor 9, Work Environment - Level 9-1 5 points

Work is perfumed in a typical office setting. The work area is adequately heated, lighted and air conditioned. There is occasional noise from office machines such as typewriters and telephones.


1. References:
a. USOPM PCS for Budget Analysis Series, GS-560, dtd 07/81
b. USOPM General Schedule Supervisory Guide, dtd 04/98.

2. Determination of title, series and grade.
Evaluation of subject position against ref 1a results in a total of 3290 points, which converts to GS-13. The supervisory duties are not grade controlling and result in a GS-11 grade level (see below).

SUPERVISORY FACTORS

FACTOR 1 PROGRAM SCOPE AND EFFECT (FL 1-2, 350 pts)
The incumbent provides expert analysis, advice and assistance to the Region and District Commanders and the Headquarters staff concerning the acquisition and use of appropriated funds. The work also serves to control the obligations and expenditures of funds in the approved budget.

The incumbent’s duties facilitate the timely, effective and efficient accomplishment of the criminal investigative mission supported by the Region.

FACTOR 2 ORGANIZATIONAL SETTING (FL 2-1, 100 pts)
This position is accountable to the Region Commander who is two levels below the first general officer position.

FACTOR 3 SUPERVISORY AND MANAGERIAL AUTHORITY EXERCISED (FL 3-2c, 450 pts)
Plans, directs and controls the activities of subordinate employees engaged in analytical, technical, budgetary, civilian personnel, administrative, clerical, and management assistance functions. Plans work schedules. Ensures that staff works effectively and efficiently towards completion of projects in assigned functional areas. Sets performance standards and conducts performance appraisals. Selects new employees, approves leave, receives and resolves informal complaints, and conducts corrective counseling. Recommends promotions, reassignments and disciplinary actions. Ensures that staff members receive competent and quality training in budgetary and civilian personnel administration and automation applications relative to both functional areas.

FACTOR 4 PERSONAL CONTACTS
SUBFACTOR 4A NATURE OF CONTACTS (FL 4A-3, 75 pts)
The employee has frequent telephone, email and face-to-face contacts with a variety of staff and high level managerial personnel within and outside of the employing organization. Contacts frequently include staff budget analysts, budget officers of the MACOM HQ and program managers in subordinate organizational elements; personnel management, data processing and accounting personnel at other MACOMs; and supply management personnel. There are occasional contacts with top management MACOM officials in briefings and conferences.

SUBFACTOR 4B PURPOSE OF CONTACTS (FL 4B-3, 100 pts)
Contacts with program managers are for the purpose of persuading them to change program accomplishment practices and to reduce or increase expenditures for supplies, salaries and overtime to adjust to changes in funding, allocations and anticipated shortfalls or increases. As required, the incumbent gives briefings to the Regional Commander on the status of funds in accounts serviced. The incumbent contacts counterparts in the budget office at higher headquarters and other organizations to obtain information, advice and interpretations of policies and procedures.

The incumbent also has contacts with personnel at other installations within CONUS/OCONUS for the purpose of exchanging information about the organization’s budget and programs, or to obtain data needed to compile, monitor or adjust the Regional budget.

FACTOR 5 DIFFICULTY OF TYPICAL WORK DIRECTED (FL 5-5, 650 pts)
The base level of the work directed equates to a GS-09.

FACTOR 6 OTHER CONDITIONS (FL 6-3, 975 pts)
Plans, directs and controls the activities of subordinate employees engaged in analytical, technical, budgetary, civilian personnel, administrative, clerical, and management assistance functions. The supervisor clears recommendations of a controversial or precedent-setting nature prior to release or implementation. Completed work by subordinates is reviewed for effectiveness in accomplishing budgetary goals and objectives.

TOTAL POINTS = 2700 = GS-11
Adjustment Provision: No


Total Points = 3190


