________________________________ (Technician’s Name)

Performance Accounting Technician Position for promotion to GS-07.  Individual is required to demonstrate capability to perform the following tasks.

Date
  Supv. Initials

Description of Task

	
	
	Process, reviews and corrects errors in DCN’s daily.

	
	
	Enters transactions/reports into SRD1.

	
	
	Prepare and process 1081’s Reimbursement Bills

	
	
	Prepare and process 1131’s Check Deposits

	
	
	Process DCP payroll and update civilian personnel information in SABERS System

	
	
	Process FIS 01 Military and IDT pay.

	
	
	Process E & F DCN Adjustment Listings

	
	
	Process K DCN reviews and corrects for Commercial Accounts upload to DFAS

	
	
	Process DCAS transactions

	
	
	Downloads and process Bridges on a daily basis

	
	
	Corrects and updates DLR Creditable Returns Reports

	
	
	Downloads ZM1 (Rep Clothing) listings from ODS and processes the disbursements.

	
	
	Queries SRD1 for APC’s and STANFIN totals to balance against 218 reports and makes 

corrections as required.

	
	
	Verifies and Enters obligation data into SABERS

	
	
	Download Operation Order (DFAS) from website monthly

	
	
	Accepts MIPR’s (DD Form 448 and DD Form 448-2)

	
	
	REVIEW AND ANALYZE DAILY, WEEKLY AND MONTHLY REPORTS:

________  a.  Unliquidated Listing FIS 85P

________  b.  19 day letter to Units for unclaimed pay.

________  c.  GTS billing monthly

________  d.  Reviews, analyses, corrects and validates month end reports to DFAS and 

NGB. 

________  e.  Prepares recycling report and sends to DFAS

________  f.  Electra and TABS corrections

________  g.  Performs Program Manager Reviews. 

________  h.  Validate SABERS table at year end against DFAS Regulation 37-100-FY

	
	
	Prepare and reconcile accruals for Service Contracts.

	
	
	Researches current and historical information to develop and/or explain accounting data

	
	
	Develops comparative data between accounts and interprets the comparisons.

	
	
	Performs oversight of obligation and disbursement data to ensure accuracy of Accounting 

Records. 

	
	
	Responds to inquiries of a non-routine nature. 

	
	
	Recognizes transactions that may be violations of USC 1715 or are suspected Fraud, Waste, 

and Abuse. 

	
	
	Processes Interfund disbursements


Employee Signature:





Date:




I certify that individual above has performed all the tasks listed and is qualified for promotion to GS-07.  (Attach completed form to SF 52 for promotion.)

Supervisor Signature:





Date:




