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Introduction:  The incumbent works in the Financial Management Division of the Fort Myer Military Community, Installation Resource Center preparing major portions of the Operations and Maintenance, Army (OMA) budget.


MAJOR DUTIES

Incumbent formulates and executes actions required for budgets using the Army Planning, Programming, Budgeting and Execution System (PPBES), and controls funds used for Real Property Maintenance Activities (RPMA), i.e., municipal services, repair, and minor construction, as well as funds for the Environmental Program.  Maintains DCAS for all accounts handled

Performs a variety of budgetary and administrative functions in implementing the organization's budgetary program, policies and procedures. The following functions are representative of work performed:

-- Develops and formulates a segment of the installation's budget request for the coming fiscal year. Reviews estimates submitted by program manager for compliance with rules, regulations, and procedures prescribed by Garrison, MACOM and Army. Performs an in-depth, rigorous analysis of budget requests by using comparative historical data to make informed decisions to senior budget analyst and the budget officer. Writes and/or edits statements justifying and supporting the funding requests of installation program managers for submission to higher headquarters. Executes plan for assigned accounts. 15%

-- Monitors the use and rate of expenditure of budgeted funds through continuing dialogue with program officials and their staffs, review of written documents, and examination of accounting records. Keeps an updated record of all DCAS transactions to fully utilize the DCAS system for all assigned accounts. Keeps an updated record of all DARS transactions to fully utilize the DARS system to manage Non Stock Orders and Payables Report for managed accounts. Prepares a wide variety of reports covering the status of funds, expenses and obligations. Maintains a proper fund control program by adhering to guidelines, tracking all assigned allotments and annual funding program by assigned accounts. Alerts senior analyst of any potential shortfalls or major reprogramming requirements. Responsible for assisting in closing all assigned accounts at 100% obligation rate. 40%

-- Advises interested parties on the status and availability of funds in different budget accounts and all aspects of the command and installation budget process which apply to their programs. 15%

-- Maintains the Job Cost Accounting Module of the Installation Facilities System Mini/Micro (IFS-M) to ensure that the true costs of Real Property Maintenance Activities of the installation are recorded in accounting records. Maintains correct funding systems to include monthly markups of non-stock reports PROSTAN submissions.25%

-- Performs other duties as assigned. 5%

Factor 1, Knowledge required by the position Level 1-7 1250 points

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

– A comprehensive knowledge of the policies, procedures, and practices involving reimbursable funds as well as the budgetary and financial relationship between the MACOM and FMMC.  


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

-- Detailed and practical knowledge of the goals and objectives of the Fort Myer Military Community and the MACOM to enable the incumbent to make sound decisions regarding their funding program.

-- Knowledge of the installation accounting system and related documents in order to locate and analyze data pertaining to the budgets for all managed programs.

-- Knowledge job cost accounting systems and related documents in order to locate and analyze data pertaining to the execution of budget.

-- A high degree of skill in analytical reasoning, and ability to apply that skill to the identification, analysis and conceptualization of budgetary problems and development of alternative solutions involving the resolution of conflicting goals and objectives.

-- Complete understanding of computer assisted financial programs and systems to ensure proper integration of the varied budgets.

=- Knowledge of office automation hardware and software functions and processes to produce a wide range of documents that often require complex formats, to edit and re-format electronic drafts, and to update or revise existing databases or spreadsheets.

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

Work is assigned either orally or in writing in the form of budget guidance, addressing program areas for which the employee is responsible on a long term basis and projects or special studies to be completed. Deadlines for completion of the work are normally linked to the budget cycle. The supervisor and employee together decide upon time frames for accomplishment of special projects and assignments. Long-term and continuing assignments are carried out independently, with little or no review by the supervisor, while the work is in progress. Recommendations of a controversial or precedent-setting nature, are cleared by the supervisor prior to release or implementation. Completed work is periodically reviewed for effectiveness in accomplishing budgetary goals and objectives.

Factor 3, Guidelines Level 3-2, 275 points

Guidelines regularly used in the work consist of departmental major command, and local manuals, policies, regulations and other guidance covering the budget process. Also included are supplementary policies formulated at the installation level, and written and oral standard operating procedures issued by the supervisor. Guides cover most situations encountered, but judgment is required in locating and selecting the proper guide among the many which may apply. The budget analyst also exercises judgment in interpreting and applying guidelines containing ambiguous or conflicting instructions to specific budgetary transactions. The analyst recommends changes to or adaptation of installation policies and procedures for estimating budgetary needs and controlling expenditures, based upon extensive experience in their application.


Factor 4, Complexity Level 4-4, 225 Points

Prepares and advises managers on the preparation of 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 the rates of obligation and expenditure of funds in the annual budget. Fills out a variety of unrelated budgetary forms, documents and reports required in connection with the installation's budget program. 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.

Work involves the consideration of legal and regulatory constraints, methods for obtaining and distributing funds, proposed use of requested funds, cyclical times frames and unanticipated deadlines, and alternative means of accomplishing budgetary and program objectives. Determines costs of performing functions by considering direct and indirect labor costs, and cost of overhead, equipment, and materials. Incumbent considers such factors as effect of proposed obligation on availability of funds for use in program and activities. Determines the propriety and cost-effectiveness of funding requests and expenditures through review of budget and accounting transactions, and analysis of productivity, workload, and program accomplishments. The funding and structure of assigned programs is characterized by several levels of allotment and distribution of appropriated and reimbursable accounts.

Work frequently involves making time sensitive decisions and recommendations concerning the technical treatment of budgetary data under conditions of high uncertainty and complexity.

Factor 5, Scope and Effect Level 5-3, 150 points

Provides advice and guidance to installation program managers on obtaining and effectively using appropriated funds. Work involves determining the cost-effectiveness of a segment of the installation's budget program. Work efforts contribute to the accomplishment of the installation's 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 spent on a timely basis in accordance with the purposes for which they were allotted by higher headquarters.

Factors 6 and 7, Personal Contacts and Purpose of Contacts  2b  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 -- 2435 points







