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a.  INTRODUCTION:

     This position is located in the Comptroller Division of the United States Property and Fiscal Office (USPFO).  The purpose is to provide technical and administrative supervision in the Accounting Section that serves the ARNG military and technician personnel.  Plans, organizes, supervises, and reviews the technical and clerical processes of the accounting section.  The incumbent provides service between the comptroller, program managers, state agencies, purchasing and contracting, transportation, senior management officials, vendors, Defense Finance and Accounting Office and other Federal Agencies.

This position requires military membership.  It is designated for National Guard officer incumbency only. The incumbent provides supervision, subordinate guidance and team leadership to NDS and DS employees. Incumbent performs long-term planning and organizational development necessary accomplish accounting functions in support of programs essential to state Army National Guard daily operations, training, and readiness missions.  Fosters an environment conducive to teaming among service providers and customers to meet state Army National Guard requirements.

b.  DUTIES AND RESPONSIBILITIES:       


(1) Supervises GS-06 and GS-07 employees engaged in technical and clerical processing of accounting transactions.  Plans work schedules on a weekly, project, or longer basis.  Schedules and assures even flow and distribution of work and expedites handling of priority cases.  Revises the work schedule as necessary.  Reports to Financial Manager (FM) and Operating Accountant on critical issues related to financial service operations.  Monitors quality and quantity of work.  Assigns work to employees based on selective consideration of difficulty, requirements of assignments, availability, capability, and written instructions.  Keeps all employees informed of management goals and objectives.  Prepares requests for filling vacancies or for additional personnel. Selects employees form lists of eligible.  Sets performance standards and evaluates employee performance.  Prepares requests and recommendations for promotions and reassignments.  Recommends recognition for outstanding performance.  Approves and disapproves leave.  Receives and resolves grievances and forwards to higher level management for resolution when required. Takes disciplinary actions as deemed necessary or forwards to higher-level management as required.  Incumbent implements programs in the area of Equal Opportunity and Labor Management relation.  Assures position management principles are adhered to and those position descriptions of subordinates are accurate.  Inform employees of all aspects of personnel programs. Formulates and conducts training programs for assigned personnel and conducts informal training to broaden employee skills.  Serves as the on-the-Job Trainer (OJT).  Provides statistical information to management as required. 

     (2) Incumbent must have a comprehension of accounting procedures, techniques, and accounting system and operation in order to assist other technicians in solving problems by reviewing unique or complex problems encountered in reconciling accounts.  Reconciles complex or large groups of related accounts involving a variety of transactions.  Receives purchase orders, contracts, travel orders, and similar documents for obligation against appropriated funds.  Reviews documents to ensure they are authorized in accordance with applicable regulations, and charged to the applicable appropriation, and that funds are available to cover the obligation.  Reconciles subsidiary accounts with general ledger control accounts for receivables, payables, work-in-process, inventory, and property accounts.

     (3) Incumbent maintains unliquidated obligation file and all substantiating documents.  On a monthly basis, reconciles and prepares necessary accruals for all service contracts which have been partially completed but not liquidated.  Reviews computerized data output and verify it with manual data input.  Locates discrepancies, determines source of error and takes necessary remedial action.  Actively directs and performs research of current accounts, historical data, source documents to develop and explain detailed accounting information not otherwise readily available.  Develops comparative data that may explain or reflect complex relationships between accounts, time periods, costs of different operations, etc.  Identifies significant changes, determines related causes, performs analytical activities, and provides detailed interpretations, suggestions for action, and recommendations for improvement based on the process.

     (4) Reviews complex and unusual documents to verify accounting data and mathematical accuracy, and determines necessary accounting transactions.  Enters or directs entry of data into a computerized system or on to required forms, compares transactions entered to those intended, corrects or directs correction of invalid or incorrect entries, and reviews or directs the review of a trial balance or of critical general ledger accounts.

     (5) Reviews efficiency of the clerical/technical processes involved in the accounting process and their compliance with procedure. Make recommendations for improvements.  Uses applied formulas to test and evaluate detailed and summary accounts for equality and accuracy as prescribed by governing regulations.  Prepares memorandums or letters responding to inquiries of a non-routine nature.  These memorandums explain various aspects of accounting in varying degrees.  Some will be general in nature while others will be very detailed in nature covering all aspects of accounting.

     (6) Ensures successful interface or connectivity between numerous computer systems and databases.  Incumbent assists with the orderly extension or conversion of system changes that affect the accounting processes. Assists with the testing of new procedures policies and systems developed to enhance the accuracy and timeliness of accounting data.

     (7) Applies internal control procedures to ensure timely and accurate processing of all accounting transactions.  Researches debts to identify their cause and calculate and reconstruct the history of these complex debts.  Responsible for notifying the chain of command of suspected fraud, waste and mismanagement.

     (8) Performs other duties as assigned.  

c.  SUPERVISORY CONTROLS:

Work is performed under the supervision of the Comptroller/Financial Manager (FM).  The incumbent exercises considerable initiative and judgement in planning his/her work own work and that of any subordinates.  Adapts standard procedures to address local needs and circumstances; identifies and resolves problem areas.  Refers only problems of a most difficult nature to FM for advice and guidance.  Review of work is made through spot checks of operations performed for accuracy and observation of ability to meet time schedules and quality of services rendered. 

EVALUATION STATEMENT

A.  Title, Series, and Grade: Supervisory Accounting Technician GS-0525-09

B.  Reference: USOPM for:

1. Job Family Standard (JFS) for Clerical and Technical Accounting and Budget Work, GS-0500, Dec 1997.

2. PCS for Grade Level Guide for Clerical and Assistance Work, June 1989.

3. PCS for General Schedule Supervisory Guide, April 1993.

C.  Background: This position was reevaluated as part of the reorganization of the Comptroller Division.  The reorganization of the Division was initiated to ensure continuing quality and efficiency of operations, and to functionally align responsibilities within the Division.

D.  Series, Title, and Grade Determination:

     1. Series: Incumbent supervises and coordinates work between the following duty sections, (Accounting and Voucher/Agency Program Coordinator).  The Accounting duties are predominant, thus the Accounting Series, 0525, within the JFS-0500 is appropriate for the position.

     2. Title: Supervisory Accounting Technician is the prescribed title in the JFS-0500 Standard.

     3. Grade: The supervisory duties of this position are grade controlling.  The grade resulting from the application of the GSSG is GS-09 as shown on the attached Summary Evaluation.

E. Conclusion: Based on the above evaluation, this position is classified as Supervisory Accounting Technician, GS-0525-09.

Classifier: Ed Marchetti    NGB Personnel Management Specialist Date: 06 Sept 01
	GENERAL SCHEDULE SUPERVISOR
POSITION EVALUATION STATEMENT


	FACTOR
	LEVEL
	POINTS
	REMARKS

	1.  PROGRAM SCOPE AND

       EFFECT


	1-2
	350
	 

	2.  ORGANIZATIONAL SETTING


	2-1
	100
	 

	3.  SUPVY & MANAGERIAL

       AUTHORITY


	3-2
	450
	 

	4.  CONTACTS

        A.  NATURE 
	4A-2


	50
	 Incumbent serves in place of Supervisory Accountant and fulfills the responsibilities of this position. 

	        B.  PURPOSE


	4B-3
	100
	 

	5.  DIFFICULTY

          (BASE WORK)


	5-4
	505
	 Base level of work supervised is GS-07.

	6.  OTHER CONDITIONS


	6-1
	310
	 

	Adjustment Provision
	Y or N


	N


	 

	        TOTAL POINTS ASSIGNED:    1865


	     GRADE:  GS-09


 REMARKS:

 FINAL CLASSIFICATION: Supervisory Accounting Technician, GS-0525-09.

Classifier: Ed Marchetti       NGB Personnel Management Specialist  Date: 06 Sept 01
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