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MAJOR DUTIES

Utilizes Morale, Welfare, and Recreation (MWR) funds as the primary internal management system through which activities of the organization are regulated, controlled, and financed in accordance with budgeted revenues and operating expenses (e.g., construction, maintenance and repair, printing and financing, etc.)

1.Prepares, develops, revises, coordinates, and consolidates the program’s annual operating budgets which includes Appropriated and Non-appropriated funds (NAF) Five Year Plans, coordination of the annual operating budget and Capital Purchases and Minor Construction, and provides input to the Major Army Command (MACOM) on the formulation of the MWR cash budget and the Financial Management Budget System. Monitors usage of funds identifying imbalances or inequities and recommends or initiates changes, or corrective actions as appropriate. Ensures operating expenses are controlled in accordance with increases or decrease in revenue. 25%

2. Develops and formulates the programs Fiscal Year (FY), MWR request. Reviews estimates submitted by program managers for compliance/with budget guidance, procedures, and regulations as prescribed by higher headquarters. Performs an in-depth analysis of budget, requests by utilizing techniques such as cost-benefits, break even, return-on-investment analysis, and program tradeoffs. Monitors the use and rate of expenditures of budget funds through continuing dialogue with division  branch chief’s and their staff by reviewing written documents and accounting records. Maintains ledgers for obligations and expenditures for assigned programs. 25%

3. Prepares a variety of budgetary and financial reports or charts covering status of funds, obligations, cash flow, and Capital Purchase Minor Construction execution as required by activity managers, directors, and higher headquarters. Serves as technical advisor on resource management for the  branch chiefs, including  MWRSC director.  Advises activity managers and other interested parties on the status of budget execution and availability of cash flow in various budget accounts and all aspects of the command and installation budget process that apply to their programs. 25%

4. Serves as liaison between activity managers and their representatives, Central Non-appropriated Accounting Office, Central NAF Payroll Office, and other staff offices connected with the/ installation financial management process. Prepares and coordinates correspondence for the Commanding General’s signature. Gathers information from several sources (i.e., regulations, policies, MACOM, other directorates) to either affect or protect NAF within the IMWRF. 15%

5. Provides oversight for a vide variety of program management responsibilities to include risk management, the Randolph/Shephard Act, private organizations, management control plans,   the W credit card program, 'and inventory control. 10%

Performs other job related duties as assigned.

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION FL l-7 1250 PTS

-Detailed knowledge of local and higher echelon budget procedures,  forms, formats, documents, reports, and related requirements in order to compile and organize the annual budget requests of the Military District of Washington (MDW) MWR fund. 

-Knowledge of the organization’s mission, functions, program, and administrative activities related to estimates of established budget categories. Knowledge of procedures, regulations, and deadlines established by higher echelons to prepare supplementary guidance.

-Ability to plan, schedule, and conduct projects and studies to evaluate and improve work methods, efficiency, and operations.

-Knowledge of automated systems used by the MACOM MWR office to store,  collect, and transmit critical financial management control data. Ability to monitor and analyze numerous accounts-receivable, and determine the need for, and the type of adjustments necessary to reconcile and balance accounts.

FACTOR 2. SUPERVISORY CONTROLS FL 2-4 450 PTS

Works under the general supervision of the  MWRSC director, who provides guidance in terms of policies, broad objectives, and available resources. Incumbent is responsible for formulating plans and assisting in executing the mission of the section with broad latitude to exercise initiative and judgment in financial matters. Incumbent resolves work problems without reference to the Supervisor; however, the supervisor is informed of potentially controversial findings, issues, or problems with widespread impact.  Work is reviewed for compatibility with activity objectives, development of sound solutions to problem, meeting priority deadlines, and effectiveness of policies.

FACTOR 3. GUIDELINES FL 3-3 275 PTS

Guidelines consist of DOD, DA policies, and regulations. Guidelines also consist of general policy statements that require considerable independent judgment, adaptation, and interpretation. Guidelines may come in the form of intent without specific methods for carrying out the work however, material of similar practices are available for reference. Within the context of broad regulatory guideline, the incumbent may develop or refine more specific guideline such as procedures to implement regulations or methods to evaluate effectiveness and productivity of operations.

FACTOR 4. COMPLEXITY FL 4-4 225 PTS

Incumbent works with an extensive accounting system with a large number of different programs, requiring many general ledger accounting codes for different categories of expenses and income. Utilizes the budgets as the primary internal management system through which activities of the organization are regulated and controlled in accordance with budgeted revenues and operating expense. Serves as technical advisor on resource management issues for the  branch chiefs, including the  MWRSC director. Advises activity managers and other interested parties on the status of budget execution and availability of cash flow in various budget accounts and all aspects of the command and installation budget process,  which applies and impacts    their programs.    The incumbent provides extensive supporting documents and the analyses necessary to reflect adjustments to related accounts on a variety of inter-related transactions.

FACTOR 5. SCOPE AND EFFECT FL 5-3 150 PTS

Incumbent  prepares, develops, revises, coordinates, and consolidates the installation annual operating budgets,  both   Appropriated and Non-appropriated funds (NAF) Five-year Plans. Coordinates the annual operating budget and Capital Purchases and Minor Construction, and provides input to the MACOM for the formulation of the MWR cash budget and the Financial Management Budget System. Responsible for ensuring operating expenses are controlled in accordance with increases or decrease in revenue and working capital. Performs special reviews and analyses to ensure the integrity of the overall general ledger controls and the accuracy of the ledger balances and associated reports. Recommendations for changes to forms and procedures for handling, data associates with various programs are made to correct deficiencies in the reporting system. The work of the office substantially impacts on agency’s ability to meet fiscal requirements. 

FACTOR 6. PERSONAL CONTACTS and FACTOR 7. PURPOSE OF CONTACTS 
FL 2B-75 PTS

The incumbent has contacts with numerous managers on the installation. In addition, the incumbent has contacts with military and civilian patrons of MWR activities.

 Contacts are made for the purpose of resolving budgetary issues and problems, and carrying out budgetary transactions, the processing of debt collection and recommending solutions to operating problems in reporting or recording of accounting data. The incumbent also attends planning conferences.

FACTOR 8. PHYSICAL DEMANDS FL 8-l PTS

The work is primarily sedentary in nature, although some slight physical effort may be required.

FACTOR 9. WORK ENVIRONMENT FL 9-1 5 PTS

Work is performed in an office or similar setting involving everyday risks of discomforts that require normal safety precautions. The work area is adequately lighted, heated, and ventilated.

TOTAL POINTS 2435
(2355-2750=GS-11)





