________________________________ (Technician’s Name)

Performance Competencies for Military Pay Technician position for promotion to GS-06.  Individual is required to demonstrate capability to perform the following tasks.

Date
   Supv. Initials

Description of Task

	
	
	USES REFERENCES TO QUICKLY SOLVE PROBLEMS FOR CUSTOMERS AND/OR SUPERVISORS. (DODFMR Vol 7, ADSM Bk, 1 AND 3, MPPM ETC.

	
	
	PROCESS ALL TRANSMITTAL LETTER’S (TL’S):


_______  A.  RECEIVE/REVIEW, DATE STAMP, AND LOG TL’S IN DCM.

_______  B.  DISTRIBUTE TL’S FOR APPROPRIATE ACTION.

_______  C.  RECEIVE TL’S FROM CLERKS, REVIEW, CLEAR, AND FILE.

	
	
	CLEAR RFO/IDT TL’S IN DCM.

	
	
	REVIEW DOCUMENTS FOR COMPLETENESS, AUTHORIZED SIGNATURES, AND APPROPRIATE DATA/CODES.

	
	
	RECONCILE TL’S AGAINST 370P FROM PREVIOUS DAYS DFAS UPDATE.

	
	
	SCHEDULE/CREATE AND PRINT THE UNCLEARED TL, DA FORM 1379 SUSPENSE, MISSING TL, AND NON-PERFORMANCE OF DUTY REPORTS.

	
	
	CHECK AND ACTIONITEMS FROM 30 DAY SUSPENSE FILE.

	
	
	CREATE “IN HOUSE” TL’S FOR DAILY SAR REPORTS.

	
	
	CREATE “IN HOUSE” TL FOR SIDPERS 0440 REPORT.  LOG TL IN DCM AND RUN JUSTIS EDITS.

	
	
	RECONCILE THE TRANSACTION IN SUSPENSE REPORT FOR INCORRECT SSN’S.

	
	
	MAINTAIN UNIT’S MONTHLY AUTOMATED INCENTIVE PAY REPORT (DD FORM 114).  IF NOT RECEIVED BY THE 10TH OF THE FOLLOWING MONTH PROCESS DISCREPANCY LETTER AND FORWARD TO THE UNIT.

	
	
	PROCESS NON DA FORM 1379 IDT PAYMENTS (RESCHEDULED TRAINING, EQUIVALENT TRAINING, ADDITIONAL FLIGHT TRAINING, READINESS MANAGEMENT PERIODS).

	
	
	PROCESS ACTIVE DUTY ORDERS.  INPUT TRANSACTIONS TO CREATE PAY AND ALLOWANCE ENTITLEMENT PER DODFMR 7000.14-R, VOL 7A.

	
	
	RECONCILE ANNUAL TRAINING ORDERS AGAINST THE ANNUAL TRAINING DA FORM 1379.

	
	
	PROCESS MISCELLANEOUS PAY UNIQUE DOCUMENTS ( DD FORM 362, SF 1199A, DD FORM 139, DOL FORM 110, DA FORM 4187).

	
	
	COMPUTE ENTITLEMENT TO INCAPACITATION PAYMENTS.

	
	
	PROCESS DOCUMENTS FOR THE PAYMENT OF DISABILITY SEVERENCE PAY

	
	
	PROCESS SELECT RESERVE INCENTIVE PROGRAM (SRIP) TRANSACTIONS TO INCLUDE ESTABLISHING, PAYING, AND TERMINATION OF SRIP ENTITLEMENT.

	
	
	PROCESS STUDENT LOAN REPAYMENT PROGRAM (SLRP) TL’S.

	
	
	PROCESS UNIT OR INDIVIDUAL MOBILIZATION ORDERS TO INCLUDE UNIQUE ENTITLEMENTS AND ADJUSTMENTS.

	
	
	VERIFY UNIT OR INDIVIDUAL MOBILIZATION ENTITLTMENTS.

	
	
	REVIEW AND ANALYZE DAILY, WEEKLY, AND MONTHLY REPORTS:

_______  A.  SIDPERS 0440 LISTING.

_______  B.  DJMS-RC ACTION ITEM REPORTS 0160, 0164, 0166, FELS.

_______  C.  DJMS-AC DATA INPUT (CYCLES).

_______  D.  RC PAY/PERSONNEL MISMATCH.

	
	
	RECEIVE, ANALYZE, RESEARCH, AND ANSWER ELECTRONIC AND

TELEPHONE INQUIRIES PROFICIENTLY.


_____________________________________(Technician’s Name)

Performance Competencies for Military Pay positions for promotion to GS-06.  Individual is required to demonstrate capability to perform the following tasks.

Date
    Supv Init                                Description of Task

	
	
	PROCESS ACTIVE DUTY TRANSACTIONS THROUGH JDC III TO INCLUDE CYCLE UPLOAD AND DOWNLOAD.

	
	
	PROCESS ACTIVE DUTY CASUAL AND ADVANCE PAYMENTS.

	
	
	DOWNLOAD DJMS-AC/RC DAILY REPORTS USING DYNA-COMM ELITE AND 

PREVAIL COMPUTER PROGRAMS.

	
	
	TIME & ATTENDANCE DATA SYSTEM ADMINISTRATION/MANAGEMENT 

	
	
	PROCESS SF 50 AND NON SF 50 CIVILIAN PAY DOCUMENTS

	
	
	PROCESS TIME AND ATTENDANCE CARDS

	
	
	PROCESS CORRECTIONS FOR TIME AND ATTENDANCE CARDS

	
	
	PROCESS QUARTERLY DUAL COMPENSATION REPORT CHARGING APPROPRIATE LEAVE OR LEAVE WITHOUT PAY (IF NECESSARY)

	
	
	RECEIVE AND PROCESS NGAUS INSURANCE LISTINGS

	
	
	PROCESS CASH COLLECTIONS FOR JURY AND LEL DUTY.

	
	
	RECONCILE PAYROLL DIFFERENCES WITH THE PAYROLL OFFICE (HRO)

	
	
	IMPLEMENT PAYROLL GUIDANCE TO TIMEKEEPERS AND CERTIFYING OFFICERS

	
	
	6 MONTHS EXPERIENCE PERFORMING TASKS AT THE GS-5 LEVEL.


Employee Signature:





Date:




I certify that individual above has performed all the tasks listed and is authorized to be promoted to a GS-06.  (Attach completed form to SF 52 for promotion.)

Supervisor Signature:





Date:




