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Duties:
The duties of this position require no specific leadership training.
MAJOR DUTIES:

Performs budget administrative functions in the formulation, execution, and review of assigned portions of the appropriated fund budget of the Fort Myer Military Community (FMMC).
Formulates and revises the annual budget estimate for base support activities and components (i.e., logistics, resource mgt. information management, training, engineer support, civilian pay, maintenance, and personnel management). Researches, compiles and summarizes data concerning personnel salaries and expenses and similar object class and line item information needed for formulation of budget estimates. Selects and enters budgetary information on a wide variety of related forma, schedules, and reports.


Monitors and tracks obligations and expenses for base support functions throughout the execution phase of the annual operating budget. Maintains DCAS for all accounts handled. Responsible for maintaining correct funding systems to include monthly markups of non-stock reports and PROSTAN submissions. Attends joint reviews and updates current and prior year account. Verifies that obligations end expenditures occur on a timely basis in accordance with the phase plan and are within the amounts programmed. Reports variations in excess of accepted funding limitations to activity managers.  30%

Recommends transfer of funds between object class and line item accounts under the same appropriation or allotment when funds are needed to cover increases in obligations or expenditures fall outside established limits. 20%

Checks the accuracy and adequacy of budget justification data submitted in support of budget estimates or requests for allotments by comparison with source documents. 20%

Prepares data summaries for inclusion in routine and special reports on budget execution. Tabulates cost data on special projects and applies basic statistical formulae to budgetary data to illustrate the effects of changes in levels of funding for current projects. 20%

Assists directors and special staff in preparation of their budget and monthly briefings to higher headquarters. 5%

Responds to customers quickly and timely in processing requests for funding and fund certification. 5%

Performs other duties as assigned.

Factor 1, Knowledge Required FL 1-6 950 points

Knowledge of and skill in applying the principles and practices of budget formulation to review, edit, and consolidate budget estimates from support units at the installation level and to adjust data in related forms and schedules.

Knowledge of and skill in applying the principles, practices and methods of budget execution to determine whether obligations, expenditures, and requested allotments are within funding limitations in the approved budget.

Knowledge of budgetary and financial relationships with workloads of organizational components to determine whether funds are being obligated and expended in accordance with goals and objectives of the installations phase plans. 


Practical knowledge of the organizational structure, programs and work methods of components budgeted for to determine whether estimates of funding needs and requests for allotments are in line with phase plans.

Skill in identifying, categorizing, and analyzing quantitative data in order to relate the effects of changes in funding levels to installation equipment purchases, personnel staffing levels, travel and maintenance. 

Factor 2, Supervisory Control FL 2-3 275 points

Works under the general supervision of the Team Chief of the Operations Budget Branch who assigns work in terms of continuing responsibility for the budget of specific organizational programs, general budgetary objectives, and specific deadlines for completion of actions. The employee is expected to plan and carry out assignments independently in accordance with office standard operating procedures. The supervisor provides advice and assistance on problems, or conditions not covered by regulations or guides. Work is spot checked in progress and upon completion for technical accuracy, clarity, timeliness, and attainment of well-defined budgetary objectives. 

Factor 3, Guidelines Fl 3-3 275 points

A large number of agency, command and installation policies, regulations, and directives are available which provide guidance and instructions on the various phases and processes of budgeting. The employee must use judgment in locating, interpreting, and applying the intent of provisions in the guides to budgetary situations which are not specifically covered (i.e., administrative controls over the amount and timing of allotments and sub-allotments of funds to managers). 

The incumbent interprets general funding requirements in terms of local needs, plans and policies, and informs managers of those requirements, which affect their programs and budgetary resources. 

Factor 4 Complexity FL 4-2 150 points

Work involves comparing and contrasting current and historical budget and workload data for the same or closely related programs and activities to discern trends in spending and anticipate needs for funds or reprogramming actions. 

Budget Formulation Phase 

Reviews, verifies and analyzes data submitted for consistency with financial and program objectives, and adherence to instructions. Considers information on current and past costs in financial statements and reports. Recommends alternative courses of action to be taken by managers/directors on their programs. 

Budget Execution Phase

Monitors, reviews and checks requests for allotments of funds from approved operating budgets to assure funds are being spent for proper purposes in accordance with phase plans. Certifies the availability of funds. Prepares regular and recurring reports on budget execution based on analysis.

Factor 5 Scope and Effect FL 5-3 150 points

The purpose of the work is to budget for the annual operations of FMMC. Advice and recommendations facilitate the conduct of FMMC's supply, maintenance, personnel, operations, training of soldiers and affect the number and employment status of persons in those activities. Work has a direct effect on the organization's personnel end programs from the standpoint that it’s increases or decreases in funds necessitate changes in level of service rendered to agencies conducting substantive program operations.

Factors 6 and 7, Personal Contacts and Purpose of Contacts  FL 2a 45 points

Contacts are with co-workers within the budget office, accountants, agency representative and directors/managers of each specific program who provide information about the programs and budgets of the various accounts.  Contacts are to coordinate and provide advice on procedures in preparing, maintaining, and submitting budgetary forms, schedules, and reports.  Contacts are also necessary to exchange information about the amount and status of funds in assigned budget accounts, assure budget needs are met and monitored, and to exchange information about the organization’s functions, procedures, programs and budget. 

Factor 8, Physical Demands FL 8-l 5 points

The work is sedentary and requires no special physical abilities.
Factor 9, Work Environment FL 9-l 5 points 

The work is performed in an office environment with no unusual risks.

 
Total Points = 1,855, GS-9




