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25.

DUTIES:

This position is located in the Financial Management Branch of the United States Property and Fiscal Office (USPFO).  Its purpose is to perform as the Leader, over three or more employees, working at the GS-06 level, within the Voucher Examination portion of the Pay Entitlements Section, carrying out the full range of responsibilities associated with determining and processing military, technician, travel and commercial entitlements and related pay actions.  

This position requires military membership. .  It is designated for National Guard officer incumbency only. The incumbent provides subordinate guidance and team leadership to NDS and DS employees. Incumbent plans, organizes, manages, and performs duties necessary to accomplish financial and budgetary 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.

-- Distributes and administers the workload among employees primarily working at the GS-06 level.  Estimates and reports on status and expected completion time of work. Performs spot checks of work and discusses errors with employees and amends or rejects work not meeting standards. Maintains current knowledge and answers questions on all procedures, policies and directives. Provides on-the-job training and prepares training material.  Incumbent reports to supervisor on performance, progress and training needs of employees, and on disciplinary problems.  Assists supervisor in evaluating employee performance.  Approves leave for a few hours or for emergencies.  Reviews and analyzes a variety of reports in each of the pay disciplines to determine the overall effectiveness of the Pay Entitlements section of the Comptroller Division.  Prepares new or revised operating instructions.  Incumbent acts as liaison between Defense Finance & Accounting Services (DFAS), Operating Locations (OPLOC), and other higher headquarters on sensitive and unusual issues.  Resolves any unusual situations, doing all related research and making any necessary contacts.  Conveys these solutions to all pay entitlements personnel through on-going on-the-job training.

-- Advise lower-graded individuals on procedures and policies assisting them in completing more difficult assignments.  Conducts periodic audits of lower graded employees travel and commercial accounts vouchers as well as examine and compute payments in accordance with applicable statutory and regulatory guidelines.  Ensures that all required documentation is present prior to payment.  Determines appropriate method of payment on complex issues.  Verifies fiscal code on disbursement documents to ensure payments are accurately recorded.  Maintains required supporting documents and official money payments for all processed payments.  Prepares and distributes tax documents to vendors and appropriate agencies.  Ensures that all payments (to include applicable interest or discounts) are processed in accordance with the Prompt Payment Act.  Processes complex payments such as cooperative funding agreements, charge card and advance payments.  Performs pre-validation of obligations for all disbursements citing funds for other fiscal stations.  Applies internal management control procedures for all pay functions.  Prepares/processes complicated pay actions such as incapacitation pay, incentive pay, travel pay, PCS entitlements, vendor payments, and tax reporting data.  Conducts daily/monthly audits of all pay actions for accuracy and proper entitlements.  

-- Performs other duties as assigned.

Factor 1 – Knowledge Required by the Position:


‑‑ Must possess a comprehensive technical knowledge on a multitude of integrated automated financial systems, including their respective output products and required reports to perform complicated evaluations in determining the relationship between pay entitlements and the automated systems and to troubleshoot disbursements to determine corrective methods to input processing and/or systems procedures.  Knowledge of workday program allocation, distribution and accounting adjustments is necessary.  Military and Civilian leave accounting knowledge is required.  An extensive knowledge of all accounting and reporting requirements in support of CSRS, FERS, and Thrift Savings Plan (TSP) is required. 

-- Extensive knowledge required of pay regulations and manuals governing a wide range of pay entitlements and changes.  Knowledge of military/civilian pay procedures to accurately classify a variety of diversified transactions, resolve unique and unusual problems, and clarify back pay issues requiring research and interpretation of source data, financial returns, allotments and unit records. 

-- Knowledge of regulations, principles, rules, procedures, and operations for processing numerous vouchers involving nonstandard and long-term contracts which are frequently revised; and a full range of travel vouchers including PCS travel with the sale and/or purchase of a residence.  Knowledge in processing travel vouchers, invoices and transactions issued for civilian and military personnel to ensure purpose of the orders and the proper classification accounts are issued for accurate input into the appropriate automated system for proper obligation. 

-- Knowledge and understanding how to lead others in the performance of their work and incumbent must understand how to administer the workload and ensure subordinates are performing at the required level to accomplish the workload.

Factor 2 – Supervisory Controls:


-- The supervisor provides general guidance and advice.  The incumbent uses initiative to review and determine priorities within the work function.  Completed work is relied upon for timeliness, order of precedence and accuracy.  Incumbent refers situations not covered by instruction or precedent to the supervisor.

Factor 3 – Guidelines:


-- Various guidelines are consistently changed to meet statutory provisions and automated system changes.  These consist of the Federal Personnel Manual, Office of Personnel Management (OPM), TSP Bulletins, Department of Defense (DOD), Army Regulations, Joint Travel Regulations (JTR), Comptroller General decisions, complex contracts and procurement documents, etc., which cover allowability of expenses and correct procedure.   

-- Incumbent must apply a good understanding of the guidelines and be able to adapt or deviate from them to solve problems not specifically covered. This may require developing new approaches and work methods to complete assignments.

Factor 4 – Complexity:


-- Incumbent identifies the significant characteristics of each assignment in order to resolve the many different types of problems encountered.  Decisions require assessing many issues such as the variability of contract provisions, basis of payment, completeness of pertinent regulations, variety of types of documentation required, and choosing a course of action from among many alternatives.   

Factor 5 – Scope and Effect:


-- The purpose of this work is to perform the full range of voucher examining processes and is fully alert to errors, omissions, duplications, and inconsistencies in invoices, travel vouchers, and supporting documents. 

-- The payment, reconstruction, corrective action and other military/civilian pay actions impact significantly on the service and can affect the reliability, accuracy and acceptability of the accounting and disbursing function.

Factor 6 – Personal Contacts &

Factor 7 – Purpose of Contacts:


-- Incumbent provides customer assistance concerning the full range of pay entiltlements, status of payments, and completion of pay entitlement and deduction forms. These contacts are with personnel in the same agency and outside the immediate organization (i.e., vendors, organization account managers, etc.).  In close coordination with DFAS, assists retired members experiencing difficulities receiving pay information, allotments, and deductions.   

-- To ensure proper and timely disbursement of pay entitlements, discusses new procedures and systems, and implements new modifications to the on-line active duty order system.  The purpose is to plan and coordinate actions to correct or prevent errors, delays or other complications occuring during the processing of transactions.  This may involve obtaining customer cooperation in such matters as submitting paperwork or other information, requesting other personnel to correct errors in documentation or data entry, or assisting others in locating information.

Factor 8 – Physical Demands:


-- The work is usually sedentary but may involve some standing and walking to obtain or deliver files or consult reference material.  There are no special physical demands.

Factor 9 – Work Environment:


-- The employee works in an office setting that is well lighted and climate controlled.  Normal safety precautions are required. 

EVALUATION STATEMENT

A. Title, Series and Grade: Lead Voucher Examiner, GS-0540-07.
B. References:

1. USOPM Job Family Standard (JFS) for Clerical and Technical Accounting

         and Budget Work, GS-0500, Dec 1997.

     2. USOPM General Schedule Leader Grade Evaluation Guide, Apr 1998.


C.  Background: This position was established as the result of the restructuring of the organization that resulted in combining the military and civilian pay positions into one within a section that also is responsible for commercial accounts.  The requirements and demands of the job necessitated the establishment of a Leader position that would also be performing all technical journey level work of the organization.

D.  Series, Title and Grade Determination: 

1. Series: This position requires the incumbent to perform work related to the establishment, maintenance, and monitoring to carry out the full range of responsibilities associated with pay entitlements.  These duties include servicing the pay records for civilian employees of the Federal Government as well as Active Guard and Reserve members assigned within the state.  Employee performs clerical and technical work required to ensure recurring and timely payments.  This position processes and makes necessary adjustments required on military and civilian accounts. These types of duties are found in the Voucher Examining Series, GS-0540, Civilian Pay Series, GS-0544, and the Military Pay Series, GS-0545 of the cited reference. The predominant duties required are to maintain, examine and process commercial accounts (vouchers) for the state. Therefore, the appropriate assigned series is the GS-0540.   

2.  Title:  Positions classified to the GS-0540 series at and above the GS-05 level are appropriately titled Voucher Examiners.  The General Schedule Leader Grade Evaluation Guide states, “Positions covered by this guide are to be identified by adding the word, ‘Lead’…” Therefore, this position is titled Lead Voucher Examiner.

3. Grade:  This position is required to lead three or more employees on a regular and recurring basis and perform the full range of responsibilities and duties associated with the position.  The representative highest level of non-supervisory led is GS-06 as it best represents the work performed.  In accordance with the General Schedule Leader Grade Evaluation Guide, leader positions are classified one grade above the highest level of non-supervisory work led, therefore this position is graded at the GS-07 grade level, reference B 2.  See attached Factor Evaluation System (FES) Position Evaluation Statement.  

E. Conclusion:  Based on the above evaluation, this position is classified as  

       Lead Voucher Examiner, GS-0540-07.

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

2

