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MAJOR DUTIES:

Performs a variety of budgetary and administrative functions, which are as follows:

- The incumbent assists Budget Analysts in budget administration duties for the Fort Myer Military Community.  Organizes budget data according to appropriation account and object class.  This includes consolidating Operations and Maintenance, Army (OMA) budget estimates and monitoring expenditures by Real Property Maintenance Activities (RPMA) who provides services for the operation of utilities, maintenance and repair of real property, minor construction, and other engineering services. 40%

- The incumbent monitor disbursements for vendor/contractor and travel claim payments. Coordinates the timely submission of vendor/contractor and travel claim payments and follows up with DFAS ensuring payments are made in a timely manner. Responsible for accurately applying and maintaining up-to-date knowledge of laws, rules and procedures, and/or regulation, including current work pratices.  Resolves any problems related to vendor/contractor and travel payments. 30%

- The incumbent provides information and guidance to managers and Installation Staff Engineers on procedures, forms, and documentation necessary to support budget estimates and requests. Notifies managers of new or revised guidelines for the preparation of estimates or the documentation of expenditures required of DA. Recommends modifications and draft revisions to guidelines relating to budget estimates, financial reports, and processing of funding requests or expenditure. 10%

- The incumbent performs administrative and clerical duties and manages files in accordance with current regulations and supervisory guidance. Prepares statistical reports, noting variances and assisting in determining cause and effect.  Gathers, extracts, and compiles data for use in recurring and non-recurring reports formats.  Receives and logs budget and accounting reports from HQDA and DFAS and distributes to activities. Maintains copies of all reports received from internal and external activities. Establishes and maintains a variety of office files and regulations. Receives and maintains budget and accounting reports. 20% 

- Performs other duties as assigned.

Factor 1, Knowledge Required by the Position Level 1-4 550 points

- Knowledge of the organization’s mission, functions, and programs to relate estimates and expenditures to budget categories.

- Detailed knowledge of Army budget procedures, forms, formats, documents, reports, and regulations to compile and organize budget requests and financial reports.

- Detailed knowledge of the structure of appropriation accounts, object classes, and line items for OMA program budgets to identify and cross check the agreement, accuracy, and completeness of budget estimates and expenditures.


- Knowledge and skill in applying basic arithmetic to verify figures in requests for allotment, to determine availability of funds, and to enter and maintain account balances ro reflect funds available and/or expended.  


- 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 reformat electronic drafts, and to update or revise existing databases or spreadsheets.

Factor 2, Supervisory Controls Level 2-3 275 points

Works under the supervision of the senior Budget Analyst within the organization.  The supervisor provides general information about new priorities and deadlines, and changes in reporting requirements. The employee independently compiles, consolidates, coordinates, and organizes budget requests and expenditure reports. The employee is fully responsible for the timeliness, arithmetical agreement, and procedural adequacy of all forms, documents, and reports required to administer applicable budgets. Completed work is reviewed to assure that major areas of budgetary concern are addressed, and that all necessary clearances, authorizations, and endorsement have been obtained.

Factor 3, Guidelines Level 3-3 275 points

The employee must be familiar with a wide variety of procedural instructions and regulatory requirements.  Guidelines regularly used are of a general nature and cover program and administrative expenses in the OMB budget. Guides cover topics such as forms, formats, procedures, deadlines, reporting requirements, and record keeping requirements. The employee exercises judgment in applying guidelines for compiling, consolidating, organizing, preparing, and documenting budget requests and expenditures. The employee advises on and interprets procedural requirements.  The employee recommends modifications to guidelines relating to financial reports, requests, and processing of billing actions.

Factor 4, Comp1exity Level 4-3 150 Points

The work consists of identifying, compiling, consolidating, checking, verifying, and organizing a wide variety of detailed budgetary data relating to a variety of customer accounts. The employee chooses the proper guidelines and sequence of procedures to be followed in compiling and reporting of budgetary transactions. Difficulty is encountered in interpreting guidelines for application to situations, which are not specifically covered by existing procedures and regulations and by continually changing deadlines.

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

The purpose of the work is to apply conventional practices to treat a variety of problems in budget transactions.  Issue might result from insufficient information, a need for more efficient processing procedures or requests to expedite urgently needed cases.  

The work involves compiling, consolidating and organizing the annual budget estimates. Duties are performed in accordance with procedural and regulatory instructions issued by DA. Work affects the accuracy, timely submission, adequacy and acceptability of annual budget estimates and expenditures.

Factor 6, Personal Contacts Level 6-2 25 points

Contacts within the Fort Myer Military Community are with co-workers within the Finance Sections of the Installation Resource Center, accountants, and program managers and their representatives, the installation commander and staff.

Factor 7, Purpose of Contacts Level 7-2 50 points

Contacts are for coordinating the timely submission of budget estimates/requests and to monitor and report on budget expenditures. Contacts are also to ensure accuracy of codes and formats of estimates and expenditures submitted and to revise these to conform to established budgetary ceilings and milestones.

Factor 8, Physical Demands Level 8-1 5 points

The work is mostly of a sedentary nature. Some walking, stooping, and bending is required. 


Factor 9, Work Environment Level 9-1 5 points

Work is performed in a normal office setting involving everyday risks or discomforts.  Normal safety precautions are required.

TOTAL = 1495 points






