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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 the position is to process travel  (civilian and military) and commercial account payments for disbursement by the Defense Finance and Accounting Service (DFAS). The incumbent provides disbursement information to Program Managers (PM), travelers, vendors, Purchasing and Contracting Office (P&C), receiving activities, banks, and the transportation office.

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

-- Conducts periodic audits of lower-graded employees travel vouchers as well as processing a wide variety of travel payments.  Incumbent will review vouchers and supporting documents for accuracy, compliance with regulations, and entitlements.  

-- Conducts periodic audits of lower-graded employees commercial accounts vouchers as well as examine and compute payments in accordance with applicable statutory and regulatory guidelines.   Ensures that all required documentation is present prior to payment.  Determines appropriate method of payment on complex issues.  Verifies fiscal code on disbursement documents to ensure payments are accurately recorded.   Maintains required supporting documents and official money papers for all processed payments.  Prepares and distributes tax documents to vendors and appropriate agencies.   Ensures that all payments (to include applicable interest or discounts) are processed in accordance with the Prompt Payment Act.  Processes complex payments such as cooperative funding agreements, vendor card and advance payments.  Performs pre-validation of obligations for all disbursements citing funds for other fiscal stations.

-- Provides customer support to military and civilian personnel, vendors and other outside agencies.  Resolves disputes with vendors and travelers.  Provides expert technical guidance on entitlements, payment procedures, researching historical claims and entitlement regulations, and provides training support to individuals and organizations.  Handles inquiries that are referred by lower-graded or less-experienced personnel.  

-- Applies and tests internal control procedures to ensure timely and accurate processing of all payments (travel and commercial accounts).   Researches debts to identify their cause and to calculate and reconstruct complex payments/debts.  Incumbent is responsible for notifying the chain of command of all detected fraud and abuse.

-- Monitors and identifies to the chain of command late documents including but not limited to receiving reports, charge card payments, invoices and contract modifications. 

-- Ensures the successful interface and/or connectivity between travel, commercial accounts and related fiscal accounting and orders systems.  Plans for and conducts the orderly updates and/or conversion of system changes that affect payment processing.  Prepares system changes that affect payment processing.  Assists with the testing of new procedures, policies, and systems developed to enhance the accuracy and timeliness of payments.  Researches and corrects errors created during the upload or down load of data to the paying facility.  Coordinates with DFAS to make corrections after upload have been accomplished. 

-- Process a variety of complex Permanent Change of Station (PCS) claims for civilian and military personnel. Provides technical PCS guidance to individual travelers and Program Managers.  Process PCS advances, travel allowances, and necessary tax documents. 

-- Performs other duties as assigned.

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

-- Knowledge of regulations, principles, rules, procedures, and operations for processing numerous vouchers involving nonstandard and long-term contacts which are frequently revised; and a full range of travel vouchers including PCS travel with the sale and/or purchase of a residence. 

-- Knowledge of processing travel vouchers, invoices, and transactions issued for civilian and military personnel to ensure purpose of the orders and the proper classification accounts are issued for accurate input into the appropriate automated system for proper obligation.

-- Knowledge of wide variety of steps, conditions, and procedures required to assemble, review, and maintain complex voucher transactions.  Incumbent validates, monitors, controls, and maintains voucher transactions to insure accuracy and validity. 

Factor 2 – Supervisory Controls:
FL 2-2    125

‑‑ Supervisor provides general standing instructions on recurring assignments by indicating what is to be done, applicable policies, procedures and methods to follow. Supervisor provides assistance for unusual or nonrecurring situations which have no clear precedents or which require extensive analysis and evaluation.

-- Incumbent independently determines the types and sources of reference or source required to do the work.  Uses initiative in completing recurring assignments in a timely fashion.

-- Supervisor evaluates the work for overall technical soundness and conformance to established guidelines and may review both the end result and techniques used to accomplish tasks.

Factor 3 – Guidelines:
FL 3-2   125

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

-- 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:
FL 4-3    150

-- 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:
FL 5-3    150

-- Incumbent performs the full range of voucher examining processes and must be constantly alert to errors, omissions, duplications, and inconsistencies in invoices, travel vouchers, and supporting documents.  Ensures that expenses that result in erroneous payments are disallowed before processing the documents for certification.  The work product affects the accuracy, reliability and acceptability of the accounting and disbursing function.

Factor 6 – Personal Contacts &

Factor 7 – Purpose of Contacts:
matrix 2b 75

-- Incumbent has regular and recurring contacts with personnel in the same agency and outside the immediate organization who are in other areas of work.

-- The purpose of the contacts is to plan and cordinate actions to correct or prevent errors, delays or other complications occuring during the processing of transactions.  This may involve obtraining 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:
    FL 8-1     5

-- The work is sedentary with some walking, bending, and stooping.  There are no special physical demands.

Factor 9 – Work Environment:
    FL 9-1    5

-- Work is performed in an office setting and requires the incumbent to exercise normal safe work practices.  Normal safety precautions are required. 

EVALUATION STATEMENT

A. Title, Series and Grade:  Voucher Examiner, GS-0540-06.
B. References:  USOPM Job Family Standard (JFS) for Clerical and Technical Accounting and Budget Work, GS-0500, Dec 1997.

C. Background:  This position was established as the result of the restructure of the organization to improve efficiency of operation and the implementation of the new JFS GS-0500 classification standard. 

D.  Series, Title and Grade Determination: 

1. Series: The work involves clerical and technical support for the examination, verification, and maintenance of vouchers, claims and other payments for goods, services, reimbursement of expenditures and other transactions requiring examination for payment.  This includes verifying validating and ensuring claims and vouchers are accurate and payments are charged to the correct classification as specified on orders previously certified by the examiner.  This position is responsible for the input and certification of orders for civilian and military personnel on travel, permanent changes of station (PCS), and schools.  This work meets the definition of the Voucher Examining Series, GS-0540, within the above-cited reference.

2.  Title: Positions classified to the GS-0540 series, which are non-supervisory in nature, are appropriately titled Voucher Examiner.

3.  Grade:  See attached Factor Evaluation Statement (FES).

E.  Conclusion:  Based on the above evaluation, this position is classified as  Voucher Examiner, GS-0540-06.

Classifier: Ed Marchetti       NGB Personnel Management Specialist   Date: 06 Sept 01
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	LEVEL
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	1.  KNOWLEDGE REQUIRED


	1-4
	550
	 

	2.  SUPERVISORY CONTROLS


	2-2
	125
	 

	3.  GUIDELINES


	3-2
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	        TOTAL POINTS ASSIGNED:                  1135 


	     GRADE:  GS-06


FINAL CLASSIFICATION: Voucher Examiner, GS-0540-06

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