________________________________ (Technician’s Name)

Performance Competencies for Agency Program Coordinator position for promotion to GS-07.  Individual is required to demonstrate capability to perform the following tasks.

Date
   Supv. Initials

Description of Task

	
	
	Receive/review and analyze daily, weekly, and monthly reports provided by Charge Card Company:

_______  a  Delinquency Report

_______  b  Transaction Activity (Usage Report:  What items are being charged)

_______  c  Pre-Suspension and Pre-Cancellation Reports

_______  d  Suspension and Cancellation Reports

_______  e.  Charge off Report

_______  f.  Transfer Transaction Report

_______  g.  New Accounts Report

	
	
	Processes application or cancellation for charge card.

	
	
	Ensure all documents are present and signed by appropriate supervisors for applications

	
	
	Manages basic control numbers for all Local Program Coordinators (LPC)

	
	
	Conducts training for Army National Guard Travel Card Program to LPC’s

	
	
	Provides Management Assistance to LPC’s

	
	
	Conducts Training for Army National Guard Travel Card Program to LPC’s

	
	
	Conducts Briefings and prepares reports on charge Card Statistics

	
	
	Processes and sets credit authorizations system (CAS) and restrict merchant spending level per financial manager guidance. 

	
	
	Processes the Approved Request for Account Reinstatement

	
	
	Create/Run Eagls Reports

	
	
	Create/Maintain current roster of cardholders (Account Listing)

	
	
	Activate/deactivate, restrict credit limits and other Account Maintenance

	
	
	Provide customer service to cardholders.

	
	
	Provide assistance to the Charge Card Company (Primary Point of Contact all matters)

	
	
	Coordinate debt reduction with Commanders, Program Managers, and Senior Leadership

	
	
	Generate and distribute Pre-suspension Notification Letters

	
	
	Transfer personnel as is necessary

	
	
	Update cardholder business phone numbers, home phone numbers and billing addresses in EAGLS. 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	6 months experience performing tasks at the GS-06 level.


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:




