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25.

DUTIES:

This position is located in the Comptroller Division of the United States Property and Fiscal Office (USPFO).  Its purpose is to perform as the Leader, over three or more employees, primarily working at GS-07 level, within the Accounting Section, carrying out the full range of responsibilities associated with recording, analyzing and adjusting accounting data in the general accounting system. 

This position requires military membership.  It is designated for National Guard enlisted incumbency only.  Incumbent performs duties necessary to accomplish accounting functions in support of programs essential to state Army National Guard daily operations, training, and readiness missions.

-- Distributes and administers the workload among employees primarily working at the GS-07 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 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. Prepares new or revised operating instructions.  Acts as liaison between Defense Finance & Accounting Services, operating locations, National Guard Bureau, and other higher headquarters on sensitive and unusual issues.  Resolves any unusual situations, doing all related research and making any necessary contacts.  Incumbent conveys these solutions to all accounting personnel through on-going on-the-job training (OJT).

-- Maintains manual and automated documentation for various mechanized accounting systems.  Verifies supporting documents and creates and posts the data that directly affects balances of the General Funds/General Ledger assets and liability accounts. Verifies and validates accounting statements and reports submitted to higher headquarters and other government agencies. Creates, monitors, and analyzes obligation documents through each stage of the accounting accrual cycle. 

--Performs other duties as assigned.

Factor 1 – Knowledge Required by the Position:


‑‑ This position requires a broad knowledge of a variety of accounting regulations, practices, procedures and policies related to the payment and account reconciliation for all programs and accounts maintained and monitored.  This requires the incumbent to fully understand the accounting regulations, laws, and requirements in order to ensure compliance and make recommendations or decisions relative to a variety of accounts.  This includes making obligations, ensuring all accounting data (i.e., account numbers, reference numbers, etc.) is correct, validated, and posted accurately.  

-- Knowledge of a total accounting system-covering operations, which involve a large number of different programs, thus, generating a variety of transactions to maintain the general ledger or summary cost accounts. 

-- Knowledge of the computer master file to facilitate correction of detected errors and to make changes and modifications to obligations, collections, disbursements, and interfund transactions.

-- Knowledge and understanding how to lead others in the performance of their work.  Incumbent must understand how to administer the workload and ensure subordinates are performing at the require 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 precedents to the supervisor.

Factor 3 – Guidelines:


-- This position requires the incumbent to process a variety of accounting transactions, which are subject to frequent change (i.e., processing multiple interfund or by-others transaction).  The incumbent uses judgement in interpreting or adapting guidelines/procedures as needed for each individual occurrence. The incumbent is required to reconstruct incomplete files, or devise more efficient methods for processing; gathering and organizing information for inquires, or resolve problems referred by lower level accounting technicians.

Factor 4 – Complexity:


-- The work involves various account support related duties or assignments that use different and unrelated processes, procedures, or methods.  Employee must pull pay batches from automated system and validate various aspects to ensure all data is accurate and ensure proper balances.  Makes contact with other states for verification of billing information to avoid duplication, errors, etc.  Employee makes recommendations or takes action such as verifying factual data, retracing transactions, making disbursements, etc.  Knowledge of the verification of the validity of documents, obligation authorities, fund status and balances, and the accounts used is required.

Factor 5 – Scope and Effect:


-- The purpose of the work is to apply specific rules, regulations, or procedures to perform a full range of related account clerical or technical tasks, duties, and assignments that are covered by well defined and precise program procedures and regulations.

-- The work affects the reliability and efficiency of the accounting and budget function and can affect the reliability of the analysts and specialists in related functions.

Factor 6 – Personal Contacts &

Factor 7 – Purpose of Contacts:


-- Contacts are with employees in the same agency as well as outside the agency. Contacts are with personnel in other functional areas, (i.e., program managers, other states, or the OPLOC, (operating location for the final processing and disbursement). 

-- The purpose of the contacts is to plan and coordinate actions to correct or prevent errors, delays, or other complications occurring 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:
    

--  Incumbent 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 Accounting Technician, GS-0525-08.
B. References:  


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


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

C.  Background: This position was established as the result of restructuring the organization to improve efficiency of operation.

D.  Series, Title, and Grade Determination: 

1. Series: The work involves accounting support for the examination, verification, and maintenance of accounts and accounting data.  This includes verifying, validating and balancing various automated systems utilized for the tracking of multiple accounts.  This position is responsible for the input, balancing and reconciliation for the reimbursement of various payment collections, pay and allowance disbursements, disbursements from others, etc.  This work meets the definition of the Accounting Technician, GS-0525, and series within the above-cited reference. 

2.  Title: Positions classified to the GS-0525 series at and above the GS-5 level are appropriately titled Accounting Technician.  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 Accounting Technician.

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 level of non-supervisory work led is GS-07.  In accordance with the General Schedule Leader Grade Evaluation Guide, leader positions are classified one grade above the highest level of non-supervisory led; therefore this position is graded at the GS-08 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 Accounting Technician, GS-0525-08.

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