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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 US Property and Fiscal Office (USPFO).  The purpose of the position is to perform a variety of duties in connection with the maintenance of accounts in an automated environment using a general ledger chart of accounts.  The incumbent provides service between the Comptroller/Financial Manager (FM), program managers, state agencies, purchasing and contracting, transportation, senior management officials, vendors, Defense Finance and Accounting Service (DFAS) and other federal agencies.  The incumbent works issues resolving conflicts with guidance from higher graded personnel.

-- Receives purchase orders, contracts, pay and travel orders, Government Bill of Lading, Government Transportation Request and similar documents for obligation against appropriated funds.  Reviews documents to ensure they support transactions and are in accordance with DFAS regulations, 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.

-- Assists with joint reviews and maintenance of the unliquidated obligations file and all substantiating documents.  Reconciles and prepares necessary accruals for all service contracts which have been partially completed but not liquidated.  Locates discrepancies, determines source of error and takes necessary corrective action.

-- Performs research of current accounts, historical data, source documents to develop and explain accounting information not otherwise readily available.  Assists in developing comparative data that explains complex relationships between accounts, time periods, and costs of various operations and assist in identifying significant changes and determines related causes.  Provides detailed interpretations, suggestions for action and recommendations for improvement based on the process.

-- Checks mathematical accuracy, to determine necessary accounting transactions and enters data into a computerized system or on to required forms.  Compares transactions entered to those intended and correct erroneous entries.  Reviews a trial balance of critical general ledger accounts.

-- Processes and researches disbursements and assists in balancing accounts with US Treasury reports received from DFAS.

-- Researches a variety of transactions using automated DFAS systems and personal contacts to resolve problems and issues involving other operating locations (OPLOC) and agencies.

-- Responds to inquiries of a routine nature.  Communicates various aspects of accounting in appropriate form and level of detail.

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

-- Applies internal control procedures to ensure timely and accurate processing of all accounting transactions.  Responsible for notifying the chain of command of suspected fraud, waste and mismanagement.

-- Performs other duties as assigned.  

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

 ‑‑ Knowledge of an extensive body of accounting procedures and techniques to understand and work with 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; to classify all types of normal transactions and recurring adjustments; to reconcile and adjust accounts; and to trace and correct discrepancies.

-- 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.
Factor 2 – Supervisory Controls:
FL 2-2    125

‑‑ Receives detailed instructions from the supervisor on handling all but routine work assignments, and usually works under the direction of a higher graded accounting technician.

-- Incumbent uses initiative in completing routine assignments in a timely manner without detailed instructions, and is responsible for the work accuracy, to include selecting and applying prescribed balancing and reconciling techniques to prove the accuracy of the accounting actions.

-- The supervisor assures that finished work and methods used are technically accurate, in compliance with instruction and established procedures, and compatible with the accounting system. The supervisor may review both the end results, as reflected in trial balances and reconciliation with control accounts, and the techniques used by the incumbent in accomplishing tasks.

Factor 3 – Guidelines:
FL 3-3    275

-- Using accounting manuals, agency regulations, and directives covering a variety of transactions and accounts incumbent carries out work assignments.  The number and similarity of guidelines and work situations requires the incumbent to select the most appropriate guidelines, references, and procedures for application and to adapt the guidelines in specific cases involving minor deviations.  Incumbent uses judgement when applying guides due to the changing nature of the work.   Significant deviations to guidelines are referred to the supervisor.

Factor 4 – Complexity:
FL 4-3    150

-- Maintains and reconciles general and subsidiary accounts which are affected by a number of appropriations, allotments and sub-allotments.  Incumbent must be alert to relationships of accounts affected, make adjustments to a variety of interrelated accounts, and determines the nature of errors considering the appropriation, allotments, and accounts affected, and the type and amount of discrepancy.

Factor 5 – Scope and Effect:
FL 5-2    75

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

-- The work affects the adequacy and efficiency of the accounting and budget and financial management function and can affect the reliability of the work in related functions.

Factor 6 – Personal Contacts &

Factor 7 – Purpose of Contacts:
matrix 2b 75

-- Contacts are with employees within and outside the organization in a structure situation.

-- The purpose of the contacts is to plan and coordinate actions to correct or prevent errors, delays, or other complications occuring during the transaction cycle.

Factor 8 – Physical Demands:
    FL 8--1   5

-- The work is primarily sedentary with some bending, and lifting. There are no special demands.

Factor 9 – Work Environment:
    FL 9--1   5

-- Work is performed in an office setting involving everyday risks or discomforts.  Normal safety precautions are required. 

EVALUATION STATEMENT

A. Title, Series and Grade:  Accounting Technician, GS-0525-06.
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.

D.  Series, Title, and Grade Determination: 

1. Series:  The incumbent performs accounts maintenance clerical and technical support work that requires a basic understanding of the accounting systems, policies and procedures.  This work is properly allocated to the Accounting Technician, GS-0525 series.

2.  Title:  The authorized title for non-supervisory positions in grade GS-04 and above is Accounting Technician.

3.  Grade:  See the attached FES Position Evaluation Statement.

E. Conclusion:  Based on the above evaluation, this position is classified as   Accounting Technician, GS-0525-06.

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

	FACTOR EVALUATION SYSTEM
POSITION EVALUATION STATEMENT


	FACTOR
	LEVEL
	POINTS
	REMARKS

	1.  KNOWLEDGE REQUIRED


	1-4
	550
	 

	2.  SUPERVISORY CONTROLS


	2-2
	125
	 

	3.  GUIDELINES


	3-3
	275
	 

	4.  COMPLEXITY


	4-3
	150
	 

	5.  SCOPE AND EFFECT


	5-2
	75
	 

	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:                  1260 


	     GRADE:  GS-06


FINAL CLASSIFICATION: Accounting Technician, GS-0525-06.

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