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Introduction:  Serves as a lead budget analyst for the Installation Resource Center’s Finance Management Division at the Fort Myer Military Community, with responsibility for accomplishment of installation/activity level program/budget planning, review and analysis functions for a major segment of the installation s assigned missions. 


Major Duties:  Actively participates in budget planning and organizing, and in monitoring the execution of the FMMC budget. Planning includes formulating and presenting to higher headquarters budget-year and out-year fiscal estimates for annual and multi-year programs, which will support the soldiers and civilians of the FMMC. In this capacity, interprets and implements guidance from higher headquarters to determine the applicability to major segments of the budget. Assures that activities understand and comply with instructions and expands guidance when necessary. Reviews program plans and requirements from activities, analyzes for propriety, adequacy, validity, consistency with prior performance, priority for use of resources, overall realism of projections and proper balance and relationship of resources when compared to garrison resources as a whole. Participates in organizing proper and timely usage of fiscal resources for the FMMC and helps prepare such plans for submission to higher headquarters. Participate in developing a strategic approach for internal budget preparation. Develops systems for monitoring the appropriate use of fiscal resources towards accomplishment of installation programs.

--Performs a variety of studies, analyses, and reviews and prepares one-time and recurring reports to convey fiscal data for the installation. Collects and interprets financial data and presents findings to higher management for decision making.

--Ensures funding documents are downloaded from higher headquarters on a timely basis. Analyzes the adequacy and validity of funding received. Ensures reprogramming between accounts is proper and correct. Establishes allotment and annual funding program audit trails for all FMMC activities.

--Prepares all budget briefing materials used to brief higher management and coordinates with those involved. Ensures briefing documents are accurate and complete. Prepares minutes for monthly Program Budget Advisory Committee (PBAC) meetings. Provides guidance to activity budget, analysts concerning Working PBAC and PBAC meetings.

--Serves as the FMMC TASO for the Program Budget Accounting System (PBAS) computer software program.

FACTOR 1 – Knowledge Required by the Position, Level l-7, 1250 Points

Comprehensive knowledge and understanding of governing budgetary policies, precedent setting decisions, procedures and regulations to assure that budget forecasts, estimates and submissions conform to requirements, guidelines and financial objectives. 

Skill in analyzing, interpreting and applying legislative policy and regulatory decisions is required to develop plans, policy and guidance and to make adjustments to the budget.

Knowledge is required to formulate, justify and monitor execution of the budget and advise supervisor on budgetary alternatives affecting administration and staff.  


Knowledge of the policies, procedures and practices involving reimbursable funds is required, as well as the budgetary and financial relationship between FMMC and the MACOM.


 Detailed and practical knowledge of the goals and objectives of the FMMC and the MACOM is required.

Skill in identification, analysis and resolution of a range of budgetary problems, such as formulation of budget estimates for program in which objectives, work processes, staffing needs and funding requirements have changed to the extent that substantial reprogramming will have to occur.

FACTOR 2 – Supervisory Controls, Level 2-4, 450 points

The incumbent is assigned continuing, long-term responsibility for planning and carrying out work in all phases of budget administration for FMMC’s administrative and management functions.  The supervisor provides initial guidance concerning funds available, financial and program objectives and policy considerations.  The incumbent proceeds independly in planning and carrying out regularly assigned budgetary duties within time frames dictated by the Federal budget process.  The incumbent determines the nature and type of information required to support proposed budgetary actions and makes arrangements to obtain the needed data.  The employee consults with the supervisory prior to furnishing budget exhibits, data or background information to the Garrison or MACOM commanders.  Due to long term nature of assignment, work in progress and completed work receives only a spot check upon completion to determine degree of success in attaining budgetary objectives and the quality of supporting service provided to organization’s administrative programs.

FACTOR 3 – Guidelines, Level 3-4, 450 points

The incumbent is responsible for managing the planning, programming, budgeting and execution of two separate fiscal appropriations. Incumbent maintains complete managerial authority to develop long range work plans and schedules to accomplish the overall objectives of the Budget Officer and the Director of the Installation Resource Center. Incumbent is responsible for meeting goals, objectives, and deadlines established by the Budget Officer, the Director or Garrison Commander.


As senior analyst for BASOPS or RPMA, the incumbent plans work to be accomplished by subordinates, set and adjust short-term priorities, prepare schedules for completion of work. Assign work to subordinates based on priorities, selective consideration of the difficulty and requirements of assignments and the capabilities of employees.


FACTOR 4 – Complexity, Level 4-4, 325 points

As senior analyst, the incumbent develops, reviews preparation of and advises on detailed budget estimates, justification statements and budget execution plans for substantive programs of the employing installation.  Compiles cost figures to be used in forecasting funding needs and monitors rates of obligation and expenditure of funds in the annual budget.  Provides advice and recommendations to installation managers and staff officials on matters such as the distribution of allotments and availability of budgetary funds for program purposes.

The incumbent must be able to understand, and provide guidance on, legal and regulatory constraints, methods for obtaining and distributing funds, proposed use of requested funds, cyclical time frames, unanticipated deadlines and alternative means of accomplishing budgetary and program objectives
 

In addition to scheduled deadlines for the cyclical nature of the budget process, the incumbent must also respond, to requests for analysis of the impact of unanticipated changes within the organization, on short notice.


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

Work efforts contribute to the accomplishment of the FMMC mission and support of the missions and objectives of tenant activities for which base facilities and services are provided.

Work also contributes to the cost-effective use of federal funds by assuring that funds are neither over- nor under-obligated and that monies are obligated and spend on a timely basis in accordance with the purposes for which they were allotted.

Analytical and administrative budget work performed to promote effectiveness and efficiency within the organization by assuring that funds in the budget are being used on a timely basis where needed to accomplish stated management goals and objectives.

Review of obligations and fund expenditure is necessary to assure that funds are used in accordance with all governing laws, policies and regulations.


Provide guidance and advice on the formulation and management of the budget to program managers.


Factors 6 and 7, Personal Contacts and Purpose of Contacts, Level 2-B, 75 points

 
Contacts within the Fort Myer Military Community are with co-workers tenant activities, accountants, program managers and their representatives, the installation commander and staff. The analyst meets and communicates via telephone with representatives of other installations, commands, and higher headquarters.


The purpose of contacts is to advise officials of the current status of agency funds and inform them of approved funding requests, budgetary actions, estimates, and/or relate the impact of legislative proposals on the financial management program. As required, the analyst gives briefings to the program manager, directors, and installation commander on the status of funds in accounts serviced. The analyst contacts counterparts at MACOM to obtain information, advice, and interpretations of policies and procedures. The analyst also has contacts with persons at other installations of the agency for the purpose of exchanging information about the installation's budget and programs or to obtain data needed to compile, monitor or adjust the installation budget.


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

The work is mostly of a sedentary nature. Some walking, stooping, and bending is required in attending meetings, reviewing program and financial data on file. Must be able to carry files and documents weighing up to 10 pounds.

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

Work is performed in a normal office setting. 


 
TOTAL POINTS = 2785, GS-12






