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Citation 1: OPM JFS Cler & Tech Acctng & Budget Work, GS-500, Dec 97
Citation 2: OPM Office Automation GEG, Nov 90

Classified By: .
Classification Date:


	PRIVATE
FLSA: NonExempt
	Drug Test Required: No
	CIPMS PD: No

	Career Program: 00
	Financial Disclosure Required: No
	Acquisition Position: No

	Functional Code: 
	Requires Access to Firearms: TBD
	Interdisciplinary: No

	Competitive Area: 
	Position Sensitivity: 1
	Target Grade/FPL:07 

	Competitive Level:  
	Emergency Essential: N
	Career Ladder PD: No



MAJOR DUTIES

Performs technical duties in the Fort Myer Education Division in support of the Fort Myer and Pentagon Education Centers. Under supervision maintains and balances the Army Continuing Education System automated accounts for tuition assistance.

Assists Education Services Officer in monitoring Tuition Assistance execution and maintaining accounts .for Fort Myer Education Center. With approval, commits Tuition Assistance for the Fort Myer and Pentagon Education Center and ensures obligation of funds. Reviews validity of invoices and forwards to supervisor for final determination. Prepares invoices for payment. Coordinates with finance office to track voucher requests and identify/resolve problems in completing transactions. Maintains contact with representatives of academic institutions to ensure that all outstanding invoices are paid within 30 days. Late payments are referred to supervisor. Checks status of TA that is unclaimed by calling institutions and service members to verify status. After consultation with supervisor, ensures deobligation of excess funds. Maintains a running balance of funds in accounts and performs periodic reconciliation of accounts based on DCAS and EDMIS output. Under supervisory guidance, assist in planing, developing, and implementing standard operating procedure for commitment of tuition assistance funds. (50%)

Under supervisory guidance, prepares recurring and one-time budget and customer service performance reports, charts, graphs, etc., by researching, extracting, compiling, consolidating, and summarizing a variety of statistical and narrative data. Completed data is reviewed for accuracy. Develops data queries for EDMIS. Ensures integrity of EDMIS by assisting the supervisor in critical examination of various internal and external databases. Based upon guidance from the supervisor, coordinates with Installation Support Module personnel to resolve integrity problems. Assists in determining appropriate format and procedures for preparing reports and performs cross-comparison of records and data to ensure accuracy. Maintains required financial files and records, and performs related administrative work under general supervision. Prepares Tuition Assistance section of quarterly reports. (30%)

With guidance from supervisor, coordinates with education center and contract staff to verify financial and participation data and resolve problems/discrepancies. Using a variety of automation software, assist in researching, compiling, consolidating and organizing data, and prepares a variety of forms, schedules, and documents for presentation. Maintains related records and files. (20%)

Performs other job related duties as assigned.

Factor 1: Knowledge Required by the Position, Level l-3 (350 Points)

Knowledge of budgetary procedures and regulations to process requests for obligation, expenditures, and allotments of funds, and to process transfers and reimbursements. Knowledge of assigned account, object class, and line item codes to assure appropriate identification and verify that sufficient funds are available.

Knowledge of word processing software and electronic spreadsheets.

Knowledge of database management, and desk-top publishing software.

Factor 2: Supervisory Controls, Level 2-2 (125 Points)

Works under the general supervision of the Education Services Officer who provides general instruction regarding work objectives, priorities and guidelines. The incumbent is expected to exercise initiative, judgment, and independence in accomplishing assignments referring unusual or complex matters to the supervisor. Completed work is reviewed in terms of accuracy, efficiency, and overall effectiveness in accomplishing objectives.

Factor 3: Guidelines, Level 3-2 (125 Points)

Established procedural and regulatory guidelines are readily available in the form of organizational budget manuals, SOP'S, instructions for processing work orders and purchase requests, and written procedures for maintaining and adjusting budget account records.

The employee uses judgment in selecting the appropriate references and procedures for use in processing different types of budgetary transitions.

The employee recognizes and refers to the supervisor those transactions which are not specifically covered by the guides normally used.

Factor 4: Complexity, Level 4-3 (150 Points)

The work involves reviewing extensive and detailed cost data (e.g. invoices and tuition assistance forms) for accuracy and conformance to budgetary regulations. Errors must be adjusted and dollar amounts verified with principal suppliers, budget analysts and accounting personnel.

Work is complicated by variations in the type, amount, scheduling, and sequence of budgetary transitions required to process funding actions. Compilation of cost data to reflect status of funds often involves cross-checking many accounts for the fiscal year. Separate accounts are often subject to different formats and procedures.

Accounts represent the full ranged of transactions handled by the Division.

Employee is responsible for tracking obligations to prevent over or under obligation of funds and to notify proper officials well in advance of apparent violations.

Work requires review of accounts to assure that proper procedures are followed and that all gains and losses are properly posted.

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

Work involves carrying our detailed procedures for checking funding documents and recording the effects of budgetary transitions in accounts by class and line item.

Records of status of funds are used to determine need for supplemental funding or turn-in of excess funds.

Factor 6: Personal Contacts, Level 6-2 (25 Points)

Telephone and face-to-face contact with local program managers, accounting personnel, and academic institutional representatives.

Factor 7: Purpose of Contacts, Level 7-l (20 Points)

Contacts with the above to exchange information regarding the amount, status, and availability of funds to support the Division.

Factor 8: Physical Demands, Level 8-l (5 Points)

Work performed sitting at a desk. Employee occasionally stoops and bends searching for records and files.

Factor 9: Work Environment, Level 9-l (5 Points)

Work is performed at a desk within a well lighted and ventilated office.

TOTAL POINTS-880





