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25.

DUTIES:

This position is located in the Comptroller Division of the United States Property and Fiscal Office (USPFO).  The purpose of this position is to serve as the principal Army National Guard (ARNG) state level contact and administrator for the Government Travel Card Program (Agency Program Coordinator, APC).  Serves as the primary point of contact to for all matters concerning the Government Travel Charge Card Program. 

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

-- As the Agency Program Coordinator (APC), the incumbent drafts policy regarding operation of the charge card program within the state.  Incumbent coordinates with NGB Program Coordinator.  Performs program oversight of all travel charge card accounts to ensure DOD, DA, NGB, and State, policies and procedures are implemented and followed.  The APC brief’s program status at appropriate levels.

-- Analyzes and reviews individual charge card and Automated Teller Machine (ATM) activity to identify potential abuse and/or non-official use.  The APC provides documents, briefs, and reports to the appropriate level of command/supervision on potential abuse cases.  The APC in accordance with command policy, coordinates transactions affecting available limits, ATM and overall charge card limits, lifts restricted status, and recommends approval of travel card reinstatement.  Processes applications for charge cards.   Cancels and/or revokes card for misuse.
-- Provides technical supervision of subordinate Local Program Coordinators (LPC). The APC conducts training for state/activity LPCs as necessary.  The APC ensures subordinate LPCs train all cardholders on their responsibilities to appropriately use the charge card and ensure each cardholder completes and understands the Statement of Understanding. 

-- Requests, receives and reviews information reports from the charge card company through electronic means.  Performs maintenance on accounts chargeable to the state including cancellations and transfers.  Queries databases to obtain reports and download information to create customized reports. 

-- Serves as primary point of contact for debt management for the travel card program.  Collects, reviews, request relief, and coordinates sensitive issues with the vendor.

-- Additional responsibilities include coordinating with the vendor, NGB and LPCs for special services supporting mission requirements.  These services include but are not limited to unit charge accounts and traveler checks.  

-- Receives purchase orders, contracts, pay and travel orders, Government Bills of Lading, Government Transportation Requests and similar documents for obligation against appropriated funds.  Reviews documents to ensure they support transactions and are in accordance with DFAS regulations are charged to the applicable appropriation, and funds are available for the obligation.  Reconciles subsidiary accounts with general ledger control accounts for receivables, payables, work-in-process and property accounts
-- Performs research of current accounts, historical data and source documents to develop and explain detailed accounting information not otherwise readily available.  Develops comparative data that explains complex relationships between accounts, time periods and costs of various operations.  Identifies significant changes and determines related causes.  Provides detailed interpretations, suggestions for action and recommendations for improvement based on the process.

-- Performs other duties as assigned.

Factor 1 – Knowledge Required by the Position:


‑‑ Knowledge of regulations, principles, rules, procedures, and operations to perform a full range of financial duties associated with the credit card program duties.

-- Knowledge of one or more automated databases associated with the financial and credit card function sufficient to understand and take corrective action, and generate a variety of standard reports (e.g., Travel Order Data Bases, credit company reports, etc.). 

-- Knowledge of the computer master file to facilitate corrective of detected errors and to make changes and modifications to obligations, collections, disbursements, and inter-fund transfers.

-- Practical knowledge of an extensive body of program analysis technical rules, guidelines, regulations, and precedents to provide sound recommendations to the Financial Comptroller. 

-- Skill in applying data gathering techniques in order to develop trends and analysis tools using data from computer reports.

-- Knowledge of the duties, priorities, commitments, basic policies, and program goals of the organization sufficient to perform comprehensive administrative support assignments.

Factor 2 – Supervisory Controls:


‑‑ The supervisor provides general guidance and advice, and suggests techniques for handling unusual or nonrecurring situations which have no clear precedents or which require extensive analysis and evaluation.

-- The incumbent plans and carries out the established sequences of steps or techniques for most work assignments.  Incumbent resolve problems and deviations on recurring assignments in accordance with oral or written instructions, policies, training, or previous exposure to accepted agency accounting practices for handling similar situations.

-- The supervisor spot-checks work for technical soundness and conformity to agency policies and requirements through a review of statements and reports or by other system control mechanisms.  The techniques used by the incumbent in accomplishing assignments generally are not review in detail.

Factor 3 – Guideline:


-- Guidelines are available through NGB Regulations and Pamphlets, Army Regulations, Joint Travel Regulations (JTR), Accounting and Finance Manuals, letters of instruction, Comptroller General Decisions, contracts and procurement documents, etc. which cover allowability of expenses and correct procedures.

-- The 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.  May have to rely on previous accomplished actions and understand how these actions may or may not apply to the current situation before proceeding.

Factor 5 – Scope and Effect:


-- Incumbent performs the full range of credit monitoring processing and must be constantly alert to errors, omissions, duplications, and inconsistencies in review of credit card information and supporting documentation.  Ensures that expenses that result in erroneous payments are identified and such expenses are paid.  Employee develops methods and procedures for identifying problem areas, which impact the evaluation and improvement of operating efficiency and effectiveness in credit card program. 

Factor 6 – Personal Contacts &

Factor 7 – Purpose of Contacts:


-- Contacts are with employees within the immediate office as well as employees in the same agency, but outside the immediate organization to include directors, managers, and representatives of the credit card program.    
-- Purpose of the contacts is to plan, coordinate or advise on work efforts, discuss significant findings or resolve operating problems by motivating or persuding individuals, managers and supervisors to adhere to guidelines, supenses, and program requirements.  Contacts are also made for the purpose of obtaining, clarifying and giving information related to the work effort. 

Factor 8 – Physical Demands:


-- The work is primarily sedentary with some carrying of computer reports, boxes, or ledgers.  There are no special demands.

Factor 9 – Work Environment:


-- Work is usually performed in an office setting and requires the incumbent to exercise normal safe work practices.

EVALUATION STATEMENT

A. Title, Series and Grade: Agency Program Coordinator (APC), GS-0303-07.
B. References:  

1. US OPM Grade Level Guide for Clerical and Assistant Work dated June 1989.

2. US OPM PCS for Miscellaneous Clerk and Assistant Series, GS-0303, January 1979.

3. USOPM Job Family Standard (JFS) for Clerical and Technicial Accounting and Budget Work, GS-0500, Dec 1997.

4. Introduction to the Position Classification Standards, August 1991.

C.  Background: This position was established as a result of a restructuring of the organization to improve efficiency of operation and the need for an APC, State Credit Monitoring Technician.

D.  Series, Title, and Grade Determination: 

1. Series: The purpose of this position is to assist the Comptroller/Financial Manager (FM) in studies, reviews and preparation of reports, resulting from a variety of computer generated reports from lending agencies and to provide administrative support for the Comptroller.  The work requires a practical knowledge of regulations and methods used in the management credit card program.  The position also contains some financial responsibilities.  However, these are secondary to the position.  The duties and responsibilities assigned to this position do not clearly fall into any one occupational series; therefore, the GS-0303 series is appropriate.

2.  Title: In accordance with the titling instructions in Reference B.4, the title of Agency Program Coordinator is assigned.

3.  Grade:  The grade controlling duties (technical/analytical support responsibilities) of this position (GS-07) were evaluated by reference to the Grade Level Guide for Clerical and Assistance Work, since the GS-0303 series does not contain grade level criteria (see evaluation that follows).  The Agency Program Coordinator duties were evaluate under the Job Family Standard for Clerical and Technical Accounting and Budget Work, GS-0500 series. (See attached Factor Evaluation System (FES) Position Evaluation Statement).  These duties are at the GS-06 level.  


Positions evaluated by application of the Grade Level Guide for Clerical and Assistance Work is evaluated on the basis of Nature of Assignment and Level of Responsibility. 




Nature of responsibility: The GS-07 level of the standard identifies a situation where the incumbent performs specialized duties in a defined functional or program area involving a wide variety of problems or situations; develops information, identifies interrelationships, and takes actions consistent with objectives of the function or program served.  The incumbents involvement in the credit card program, involving the drafting of policy, oversight responsibility of all Army National Guard Credit Cards for the state, and providing technical supervision of subordinate Local Program Coordinators is consistent with this type of assignment described in the GS-07 level in the standard.




Level of Responsibility: The GS-07 level involves assignments of work in terms of objectives, priorities, and deadlines; the employee works independently in resolving most conflicts, completed work is evaluated for conformance to policy; guidelines, such as regulations, precedent cases and policy statements require considerable interpretation and adaptation.  This is consistent with this position as is depicted in supervisory Controls, Guidelines, Complexity, Scope and Effect, and Personal Contacts.   

E. Conclusion:  Based on the above evaluation, this position is classified as Agency Program Coordinator, GS-0303-07.

Classifier:Ed Marchetti   NGB Personnel Management Specialist   Date: 06 Sept 01
	FACTOR EVALUATION SYSTEM
POSITION EVALUATION STATEMENT


	FACTOR
	LEVEL
	POINTS
	REMARKS

	1.  KNOWLEDGE REQUIRED


	1-3
	350
	 

	2.  SUPERVISORY CONTROLS


	2-3
	275
	 

	3.  GUIDELINES


	3-2
	125
	 

	4.  COMPLEXITY


	4-3
	150
	 

	5.  SCOPE AND EFFECT


	5-3
	150
	 

	6.  PERSONAL CONTACTS and

7.  PURPOSE OF  CONTACTS


	2b
	75
	 

	8.   PHYSICAL DEMANDS  

 
	8-1
	5
	 

	9.   WORK ENVIRONMENT


	9-1
	5
	 

	        TOTAL POINTS ASSIGNED:                  1135 


	     GRADE:  GS-06


APPLICATION OF GS-0500, Job Family Standard for Clerical and Technical Accounting and Budget Work, GS-0500

FINAL CLASSIFICATION: Agency Program Coordinator, GS-0303-07.

 (See attached Evaluation of non-financial duties)

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