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This position is for a National Guard non-dual status (NDS) technician only.  This position meets the criteria of the NDS Management Plan as follows: The position resides within the infrastructure and supports functions of the state National Guard; the incumbent is not subject to mobilization nor is the work described part of the military mission and the incumbent does not perform a key advisory or essential administration role that is inherently military.  In addition, the position is required in the full-time (civilian) role when the organization, or similar military position, is mobilized to perform continuing post-mobilization functions; or the position requires a skill or competency that necessitates a technical expertise or professional qualification that cannot be readily found in the military structure of the state military force.

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 have oversight responsibility and be the technical expert over a section of less than three employees (GS-05 and GS-06) in the Entitlements Section (Military Pay/Commercial Accounts).  The incumbent gives input to the Comptroller regarding leave and performance in the section.  The incumbent provides assistance on matters pertaining to pay entitlement policies, procedures, and operations to the Comptroller/Financial Manager (FM), Human Resources Office (HRO), Military Personnel Office (MILPO), Defense Finance and Accounting Service (DFAS), supported Army National Guard (ARNG) units and civilian employees.  Incumbent serves as a technical expert working the more complex issues with limited guidance. 

-- Exercises responsibility for prioritizing and processing the full range of military pay entitlements of ARNG personnel.  Makes a standard and non-standard payroll submissions.  Utilizes military pay and personnel systems to troubleshoot errors and identify system deficiencies or coding problems.  Initiates corrective action on errors found.  Performs research and audits of member’s accounts, researching pay histories from several months to years.  Establishes debt collection procedures in conjunction with disciplinary actions, over payments and other indebtedness.  Prepares and forwards forms to units to process pre-certified annual training payrolls (Unit Payroll Listing and Active Duty Master Listing).  Provides training and support to unit payroll personnel on unit automated payroll systems.

-- Audits suspense reports/military pay rejects with controlling activities (unit/SIDPERS).  Reviews and corrects deficiencies between the personnel and financial database.  Requests and issues replacement TD Form W-2

-- Evaluates and resolves a variety of complex special pay issues and conflicting information for varying entitlements in the pay record.  Examples include imminent danger pay, severance pay, and combat zone tax exclusion. 

-- Prepares/processes complicated pay actions such as incapacitation pay, incentive pay, and bonus pay.  Conducts daily/monthly audits of all payroll actions for accuracy and proper entitlement.  Prepares manual military pay transactions for payments or collections.  Reconstructs pay accounts to determine causes for out of balance conditions and initiates corrective action.

-- Exercises responsibility to manually load Active Guard/Reserve (AGR) Soldiers into the payroll system ensuring that all facets of the soldiers pay are accurate and correct.  Must coordinate with losing command/component when entering soldiers’ data from Active Duty to AGR.  Coordinates with HRO regarding a variety of pay data for AGR soldiers.  Exercise responsibility to ensure accuracy of data and makes changes to collect or issue pay when errors are made by the HRO in submission of documents.  Compute and process separation pay for AGR soldiers.  

-- Ensures the timely and accurate processing of technician payroll. Receives and reviews a variety of documents authorizing changes affecting member entitlement accounts including changing of address, starting, changing or stopping allotments, financial institutions accounts; changing tax exemptions; and earned income credit certifications.  Performs data entry to update the employee records.  Researches and resolves complex pay problems, involving personnel issues and statutory changes.  Performs ongoing audits for T&A report signatures and initials and proper duty and leave hour annotation.  Is the primary point of contact and functional expert for civilian pay matters to resolve T&A problems to include researching T&A data, missing accounting data, scheduled edits, invalid transaction report rejects. Prioritizes work to ensure payroll input is made not later than updates scheduled by DFAS.  Reconciles the number of personnel paid with technician manning document to verify accuracy of payroll.  At the request of the FM, prepares expenditure report and conducts a review of previous pay period totals to reveal any unusual or out of balance situations.

-- Assists retired and separated members experiencing difficulties receiving pay information, allotments and/or deductions.  Conducts routine briefings and provides written instructions to keep individuals properly informed of entitlement and the direct deposit program.  Verifies and assists with claims/garnishments, waivers, remission of debts, and required documentation for submission to DFAS. Maintains employee pay action files.  Processes special payment authorizations, replacement checks, W‑2’s, leave and earning statements and prepares forms as required.  Makes a debt repayment arrangement with employees to include repayment agreements.

-- Serves as focal point on dual compensation regulations and reports.  Administers the Dual Compensation (DC) Audit Program to include creating reports, identifying discrepancies, notifying individuals, supervisors, and commanders, to include processing corrective actions. 

-- Recommends methods, techniques, and procedures to improve military and civilian pay operations.  Provides information through briefings and other communication methods to inform commanders, supervisors and personnel on various military and technician leave and pay entitlements and limitations in accordance with applicable regulations.

-- Ensures the successful interface and/or connectivity between pay and related systems.  Assists with the conversion or system changes that affect pay processing.  Tests new procedures, policies, and systems developed to enhance the accuracy and timeliness of pay transactions. 

-- Administers and performs the finance portion of military/technician personnel readiness processing when ordered to active duty.  Exercises responsibility for the coordination of pays processing/actions during mobilization and demobilization.

-- Applies internal control procedures to ensure the military and civilian payroll process is accurate and timely. Notifies chain of command of fraud and abuse

-- Performs other duties as assigned.

Factor 1 – Knowledge Required by the Position:
FL 1-4    550 

‑‑ Incumbent must possess a knowledge of automated 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 correct methods to input processing and/or systems procedures.  Must possess knowledge of pay regulations and manuals governing a wide range of pay entitlements and changes.  Knowledge of workday program allocation, distribution and accounting adjustments is necessary.  Military and Civilian leave accounting knowledge is required.  Knowledge of all accounting and reporting requirements in support of CSRS, FERS, and Thrift Savings Plan (TSP) is required.

-- 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 and policies to compute retroactive adjustments extending over several fiscal years.  These retroactive adjustments and actions include promotion, demotion, differential, overtime and premium pay, irregular working hours, and compensatory time.

Factor 2 – Supervisory Controls:
FL 2-3    275

‑‑ 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.  Incumbent reports directly to Comptroller with no intermediate technical guidance.

Factor 3 – Guidelines:
FL 3-3   275

-- Various publications are consistently changed to meet statutory provisions and automated systems changes.  Publications consist of the Federal Personnel Manual, Office of Personnel Management  (OPM), Payroll Office Letters, TSP Bulletins, Department of Defense (DOD), Air Force Manuals and Regulations, and IRS and Comptroller Decisions.

-- The complicating nature of this assignment as the technical expert requires the incumbent to rely on experienced judgement rather than guides, to fill in the gaps, identify sources of information, and make working assumptions about pay and entitlement actions.

Factor 4 – Complexity:
FL 4-3    150

-- The incumbent is responsible for all phases of pay from receipt and verification of T&A records and payroll source documents to submission for payment creation.  Incumbent resolves complex problems in regard to military/civilian pay actions and alternative decisions often need to be considered. Resolves the most complex issues and advises others as a technical authority.   

Factor 5 – Scope and Effect:
FL 5-3    150

--The purpose of the work is to provide accurate and timely payment of entitlements in various types of military and civilian pay to assigned members.  Incumbent is responsible for accurate and timely processing of entitlements, tax withholding documents, and the reconciliation of payroll submission, T&A instructions, civilian payroll reporting, retirement account processing, TSP loan processing, auditing, contact with city, county and state government agencies for taxes and garnishments, host data support, and a variety of customer service inquiries.  

 -- Incumbent applies conventional practices to treat a variety of problems in the Entitlements Section.  Issues might result, for example, from insufficient information about the transaction of a voucher, a need for efficient processing procedures or requests to expedite urgently needed pay vouchers.

-- Incumbent skills in resolving complex entitlement issues directly impact the employees in regard to accuracy, timeliness and problem solving skills.  As the section expert the incumbent also has a direct impact on the associate subordinates working entitlement issues.

Factor 6 – Personal Contacts &

Factor 7 – Purpose of Contacts:
Matrix 2b 75

-- Incumbent provides customer assistance concerning pay entitlements, status of payments, and completion of pay entitlement and deduction forms.  In close coordination with DFAS, assists retired members experiencing difficulties receiving pay information, allotments, and deductions.  Conducts routine briefings and provides written guidance concerning pay issues. Prepares information brochures containing pay information to keep individuals properly informed on the full scope of entitlements, allotments, and the direct deposit program.  Frequently discusses entitlement issues with commanders and maintains a close working relationship with CBPO, Orderly Room Technicians, and order authenticating officials. 

-- To ensure proper and timely disbursement of pay entiltlements, discusses new procedures and systems, and implements new modifications to the on-line active duty order system.  Resolves complicated and detailed actions, which can not always be explained and resolved without individual contact.  Through these contacts, the employee resolves problems; exchanges mutual beneficial information; and resolves complicated pay actions.

Factor 8 – Physical Demands:
FL 8-1      5

-- 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 demands.

Factor 9 – Work Environment:
FL 9-1       5

-- 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:  Military Pay Technician, GS-0545-07.
B. References:  USOPM Job Family Standard (JFS) for Clerical and Technical Accounting  and Budget Work, GS-0500, Dec 1997.

C. Background: This position was reevaluated as the result of the implementation of the new JFS 0500 classification standard and the restructure of the organization that resulted in combining military and civilian pay positions into one position.

D.  Series, Title and Grade Determination: 

1. Series:  The position requires the incumbent to perform work related to the establishment, maintenance, monitoring, and deactivation of pay records for civilian employees of the Federal Government as well as the active and reserve members assigned within the state.  Employees perform clerical and technical work required to ensure timely payments of entitlements on a recurring basis.  The position requires the processing, out-processing and necessary pay adjustments.  This work is properly allocated to the Military Pay Technician, GS-0545 series.

2.  Title: Positions classified to the GS-0545 series at and above the GS-05 level are appropriately titled Military Pay Technician.  However, since this position is a mixed series, although appropriately classified to the GS-0545 series, the incumbent’s duties also require the position to be responsible for the payroll of civilian employees.  Therefore the organizational title of Pay Entitlements Technician is noted on block 16 of the 0F-8.  

3.  Grade:   The Entitlements Section (Military Pay/Commercial Accounts) would normally have a supervisor or leader to coordinate and have overall responsibility for the work in the section.  One to three total employees does not support either a supervisor or leader, but to maintain functional alignment one position acts as technical expert and has oversight responsibility for accomplishing the work, and giving input to the Financial Manager (Comptroller) regarding leave and performance in the section.  This “technical expert” is given additional credit for factor 3 – Guidelines for the additional responsibility and knowledge required for oversight responsibility. See Factor Evaluation Standard (FES).

E. Conclusion:  Based on the above evaluation, this position is classified as Military Pay Technician, GS-0545-07.

Classifier: Ed Marchetti        NGB Personnel Management Specialist    Date: 06 Sept 01
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	2.  SUPERVISORY CONTROLS


	2-3
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	3.  GUIDELINES


	3-3
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	 Incumbent is the technical expert who is called upon to rely on experienced judgement rather than guides to fill in the gaps to accomplish the work.
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	        TOTAL POINTS ASSIGNED:              1485 


	     GRADE:  GS-07


FINAL CLASSIFICATION: Military Pay Technician, GS-0545-07.

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