JD:  01018







· Budget Technician (OA)





· GS-0561-05



· Citation 1: OPM Job Family Position Classification Standard for Professional and Administrative work in the Accounting and Budget Group, GS-500, Dec 2000.

The Technician works in the Facilities Services Division, Installation Services Center  providing assistance to the division chief  during administration of duties for RPMA portions of the Installation Services Center budget  excluding the Housing Management portion.

MAJOR DUTIES:

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

-- Assist FSD division chief  in the budget administration duties for the Installation Services Center (ISC) to include consolidating RPMA budget estimates and monitoring expenditures.   30%

-- Receives monthly utilities bills from vendors and records quantity and charges.   Certifies amounts billed.  Prepares receiving reports and forwards to DFAS for payment.   50%
-- Manages division  files in accordance with current regulations and supervisory guidance. Receives and logs budget and accounting reports from DFAS and distributes to activities. Maintains division  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 job related duties as assigned.

Factor 1: Knowledge Required by the Position - Level 1-3   (350 points)

- Knowledge of the budget cycle, budget processes, and budget transactions as well as established practices, policies, regulations, procedures and techniques to accomplish the budget functions.  Knowledge of the mission and function of the organization and sources of data and information for budget estimates, justification and forecasting.  Knowledge of standardized financial and accounting codes, supply, procurement and finance and accounting channels in order to maintain accounts and to determine cause and source of discrepancies and to reconcile same.  Knowledge of Army Management Structure, Army Accounting and Fund Control in order to commit, obligate and reprogram monies.  Knowledge of keyboard in order to use the Integrated Facilities Management System (IFS) and Defense Commitment Accounting System (DCAS) in the preparation of spreadsheets and obtaining other budgetary information. 

- Knowledge of applying measurement data for gas, electricity, water, sewer, refuse, steam, heat, space heat, etc., to formulas furnished by higher headquarters in computing charges for utilities and services rendered to reimbursable customers.  

- 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 2-2   (125 points)

Works under the general supervision of the FSD Division Chief.   The supervisor provides general instructions on the processing of transactions, which are covered by guides available to the incumbent and on special projects.  The incumbent carries out continuing assignments by processing all documents associated with the budgetary process and on own initiative makes adjustments to account records to reflect the effects of changes in status of funds.  Incumbent must be able to recognize potential problem areas and discuss these with the budget analyst.  Receives advice and assistance on unprecedented problems or new requirements.  Work is subject to spot check for accuracy, completeness, conformance with instructions and guidelines, and timely accomplishment. 


Factor 3: Guidelines - Level 3-2   (125 points)

Guidelines consist of command, DA and MACOM regulations, circulars, pamphlets, messages, directives, local instructions, policies, which encompass established procedures and techniques which can be applied to most assignments.  If existing guidelines are insufficient to accomplish a project or report, the employee uses judgement in applying the most appropriate procedure or technique to accomplish desired results and discusses with the budget analyst soundness of approach, format, etc.  The employee may make minor deviations to adapt guidelines to meet specific needs.  If such deviations are regular and recurring, guidelines are changed and standardized accordingly.


Factor 4: Comp1exity - Level 4-3   (150 Points)

The work involves processing documentation to commit and obligate funds for numerous accounts.  While the rules of obligation for all Department of the Army appropriated programs are governed by AR 37-1 (Army Accounting and Fund Control).  All reports from Finance and Accounting must be scrutinized for errors.  When errors such as duplicate obligations, misplacement of decimal points, disbursements against incorrect contract numbers, overpayment of entitlements, etc., are detected and corrective documentation must be prepared by incumbent and retransmitted to the Finance and Accounting Office.  Incumbent examines and verifies a variety of documents, which contain extensive and detailed cost data, e.g., contracts, vouchers for payment, for accuracy and conformation of budgetary regulations.  Employee compiles a variety of data comparing current and prior years data covering a wide range of funding requirement categories (projects, recurring requirements, etc.) involving subsidiary accounts in OMA and using summary elements of resource for development of budget estimates to anticipate the need for additional funds or reprogramming actions.  Reprogramming actions in the OMA appropriation can be performed locally, either within the activity or at the Directorate levels.  Work is complicated by variations in the type, amount, scheduling and sequence of budgetary transactions required to process funding actions.  This includes, but is not limited to, price increases, rescheduling of requirements by managerial personnel, funding decreases from higher headquarters and emergency requirements.  Difficulty is encountered in determining what action must be taken due to different factors including funding priorities (i.e., a “Must Fund” contract or work of a discretionary nature), changes in funding levels, amount and timing of required funding (i.e., which month, quarter or immediate funding), unfinanced requirements and operating under a Continuing Resolution Authority (CRA).  When this occurs, a decision is usually passed down from higher management levels.  Reports required by MACOM Resource Manager, Garrison Resource Manager and Engineering personnel at MACOM and the ISC often involve providing cost and workload data at detailed account levels.  Work can involve multiple courses of action and is at times, complicated by the presence of conflicting data.  Telephone calls must be made to the requestor for clarification when this occurs.  Work is characterized by tight deadlines caused by late receipt of reporting instructions and funding guidance or urgent requests for information.  Compilation of data is performed by first extracting from one or more automated systems, or from manual records when necessary, the information required by requesting activity.  Data is consolidated when required and input into the format provided by the requesting activity.


Factor 5: Scope and Effect - Level 5-2   (75 points)

Work involves providing financial services and maintaining fund control records for the activity.  The work effects the availability of funds and budgetary information provided to others for fund control and planning, and enables activity members to accomplish mission support.

Factors 6 and 7: Personal Contacts and Purpose of Contacts – Level 2a  (45 points)

Contacts are with specialist within ISC and Garrison Finance and Accounting Office.

Employee contacts staff to obtain and/or provide information and answer questions concerning the status of funds in organization budget accounts and related obligations, expenditures and allotments.

  
Factor 8: Physical Demands - Level 8-1   (5 points)

The work is sedentary but occasionally requires the lifting of computer printouts and large ledgers. 

Factor 9: Work Environment - Level 9-1   (5 points)

Work is performed in a normal office setting. The work area is properly heated and air-conditioned. 

TOTAL 880 points
GS-5 (855-1100 points)


