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25.

DUTIES:

This position is located in the Comptroller Division of the United States Property and Fiscal Office (USP&FO).  The incumbent has full responsibility to analyze, manage, implement, integrate, and maintain all computer applications used in the Comptroller Division. Coordinates systems support and interface with various external applications and sub-systems.  

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

-- Performs general network administration duties to ensure full utilization of application programs.  This includes installing, configuring, monitoring and trouble-shooting application software.  Establishes and manages common directories and folders.  Performs TASO functions.  Establishes permission and ownership for stand-alone systems within the Comptroller Division. Provides technical liaison between the users and state Director of Information Management.  Manages the accountability of PCs within the division.

-- Independently organizes and administers the computer systems throughout the entire Comptroller Division.  Is responsible to troubleshoot automated systems and coordinates with internal and external data base administrators for support.  Serves as the primary source of expertise on matters regarding automated computer programs.  Applies a base knowledge of financial and programming languages to standardize daily operating procedures and provide support to the functional sections.  Works with supported users in performing various automated financial management systems procedures, such as; data base recovery, moving files from one system to another, performing maintenance on systems, configuring user software, installing/deleting software, modifying software configuration, and performing basic configuration management functions. 

-- Interfaces with computer and finance support personnel from National Guard Bureau (NGB) and Defense Finance and Accounting Service (DFAS).  Incumbent is the financial management representative on the local computer systems working group to address the computer needs of the Comptroller Division.  Incumbent is the Work Group Administrator (WGA) for Finance in support of the Local Are Network (LAN).  Incumbent is responsible for designing and maintaining of WEB page for the Comptroller Division function. 

-- Performs maintenance to ensure continuity of all finance databases with mainframe and independent systems.  Participates in small computer work groups providing guidance to end-users at all levels.  Works with other support personnel to train financial management functional end users on the use of office automation computers, local and wide area networks, and other financial automated tools.  Incumbent answers trouble calls and provides on the spot assistance for personal computer and software applications. 

-- Writes queries to compile data to provide information in support of management decision-making.  Assists supervisors in review or study of methods and procedures employed in FM functions, i.e. entitlements, travel, accounting, etc., in order to develop improvements or revisions to remedy local problems. Maintains schedule of all reports as directed by the FM and reviews output for compliance with established format. 

-- Reviews Financial Management directives and policies for compliance. Clarifies all instructions contained therein for appropriate application of acronyms, abbreviations, and symbols.  Reads and reviews audits, functions activities, inspections, internal control review and special studies for the Comptroller Division.  Works with Finance personnel to develop methods and data retrieval programs to decrease the number of reports printed migrating to a paperless environment.  

-- Develops the implementation plans for all new application systems. Tests and evaluates all new system hardware and software prior to implementation.  Implements all new programs ensuring every internal and external customer can effectively use the application before moving into the execution phase.  Plans, develops and conducts on-the-job training (OJT) on computer systems for FM personnel and outside office personnel.  Provides user training in generalized software, which includes operating system, office automation, communication systems, and data retrieval programs and report generation.

-- As directed by the Financial Manager, the incumbent augments the financial management process as workload and duties permit, to include processing travel vouchers, SF form 1081, Military Interdepartmental Purchase Requests (MIPR) and Entitlement transactions, and similar duties.

-- Performs other duties as assigned. 

Factor 1 - Knowledge Required by the Position:   
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-- General knowledge of the mission, objectives, terminology, and management practices in the financial management activity and the unit to recognize probable areas of interaction and overlap between proposed and existing systems.

-- Knowledge of the various Financial Management systems and other financial management automated systems as they relate to the operation of the various budget and accounting functions in order to assist in the transfer and distribution of financial resources and supporting financial technologies.

-- Knowledge of computer systems, system software programs, and electronic mail systems to assist in their implementation of and to provide procedural assistance to functional users.

-- Knowledge of remote operating procedures, codes, and abbreviations is used to input jobs to the system, check status, analyze problems, modify priorities, and assist in resolving terminal operating problems.

-- Knowledge of policies, regulations, manuals, and precedents such as Department of Defense (DOD), Air Force (AF), National Guard Bureau (NGB), and technical specifications for financial management automated systems such as internet/intranet and office automation; used to implement and manage the various automated financial programs.  Assists in ensuring supported user requirements are met.

-- Ability to participate in the development and implementation of software training to include independent development of lesson plans and conduct appropriate training.

-- Knowledge of automated accounting and budget systems to reconcile errors that require an understanding of non-standard procedures or to provide assistance in the development of automated procedures.

Factor 2 - Supervisory Controls:


                       FL 2-3 
275

-- The supervisor (Financial Manager) provides general guidance, as to scope and priorities of projects in the assigned area and determines time frames in assignments.  Employee plans, organizes, and carries out assignments, coordinates work with others, determines the approach and methodology to be used, and keeps the supervisor apprised of potential problems.  Completed work is reviewed from an overall standpoint in terms of feasibility; compatibility with other work, effectiveness in meeting requirements and achieving expected results.

Factor 3 – Guidelines:
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-- Guidelines are primarily in written form: manual for terminals, computer equipment, center rules and procedures and also consist of DOD, AF, NGB and ANG regulations, policies, standards, and objectives that are general in nature.  The employee uses initiative and judgement in adapting approaches to the assigned projects within existing and future architecture.  Judgment is required in relating unprecedented approaches by testing and evaluation to implement solutions to assigned projects.  Incumbent is required to review each work request and select the appropriate combination of instructions for each job according to the number and kind of variables required existing priorities and similar considerations.

Factor 4 – Complexity:



                        FL 4-3           150 

-- The work involves independent accomplishment of several stages in the automation of a work process, including participation in defining the problem and designing, and implementing a solution.  Assesses general guidance to determine applicability of established methods. Technical consideration and evaluation must be given to projected changes of Financial Management automated systems design, equipment layout, impact of implementation, and other factors that will affect decisions.  

Factor 5 – Scope and Effect:
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-- The work affects a wide range of financial customers using locally designed and/or standard applications.  Work products primarily support local users and can range from one time use to reoccurring requirements.  The work involves formulating recommendations, analyzing a variety of unusual problems, questions, or conditions associated with related systems.

Factor 6 - Personal Contacts:
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-- Personal contacts are with personnel within the organizational unit.  This includes managers and functional users within the Financial Management function as well as those outside the immediate activity but within the overall organization (i.e., technicians, other computer support personnel, Human Resource Office, and technical representatives).  

Factor 7 – Purpose of Contacts:
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-- The purpose of contacts is to plan, coordinate, advise on work efforts, or to resolve problems.  Provides training to supported users and other personnel on the use of various financial and other automated software applications.

Factor 8 - Physical Demands:
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-- The work requires moderate exertion on recurring activities such as bending, crouching, stooping, stretching, reaching, and lifting of objects such as boxes containing computer hardware and associated peripherals.

FACTOR 9 - WORK ENVIRONMENT
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-- The work is performed in a typical office setting.  Special safety precautions are not required.  Areas are well lighted, heated and ventilated.  

EVALUATION STATEMENT

A.  Title, Series and Grade: Computer Assistant, GS-0335-07.

B.  References:

1.  US OPM PCS for Computer Clerk and Assistant Series, GS-0335, Feb 80.

2.  US OPM PCS for Computer Specialist, GS-0334, Jul 91.

3. US OPM JFS for Clerical and Technical Accounting and Budget Work, 

GS-0500, Dec 1997.

C.  Background:  A review of the Financial Management positions by Army National Guard Manpower determined the need for computer assistant work within the Financial Management Branch.  

D.  Title and Series and Grade Determination:  

      1. Series: The GS-0335 series includes positions involving “primarily clerical or technical support work (i.e., tape library, production control, schedule development, limited phases of computer specialist functions) to ensure the smooth operation of systems for producing work by use of digital computers.”  Such work is found in the subject position and was determined to be the primary requirement of the position. The work is properly classified to the Computer Clerk and Assistance Series, GS-0335. 

      2. Title:  Non-supervisory positions at the GS-05 or above grade level in the GS-335 series are titled Computer Assistant.

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

E. Conclusion: Based on the above evaluation, this position is classified as Computer Assistant, GS-0335-07.

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

POSITION EVALUATION STATEMENT

Title, Series and Grade: Computer Assistant, GS-0335-07
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	Stds Used
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	1.  Knowledge required by      the Position
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	150
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