	POSITION DESCRIPTION
	1. Agency PDCN  80477000 

	2. Reason for Submission
   FORMCHECKBOX 
 Redescription    FORMCHECKBOX 
 New
	3.  Service
   FORMCHECKBOX 
 HQ   FORMCHECKBOX 
 Field
	4.  Empl Office Location
       
	5. Duty Station
       
	6. OPM Cert #

        

	   FORMCHECKBOX 
 Reestablishment  FORMCHECKBOX 
 Other

 Explanation (Show Positions Replaced)

      
	7. Fair Labor Standards Act

Not Applicable
	8. Financial Statements Required
  FORMCHECKBOX 
 Exec Pers Financial Disclosure

  FORMCHECKBOX 
 Employment & Financial Interests
	9. Subject to IA Action
   FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No

	      
	10. Position Status
   FORMCHECKBOX 
 Competitive

   FORMCHECKBOX 
 Excepted (32 USC 709)
	11. Position is

   FORMCHECKBOX 
 Supervisory

   FORMCHECKBOX 
 Managerial
	12. Sensitivity
   FORMCHECKBOX 
 Non-Sensitive

   FORMCHECKBOX 
 Noncritical Sens
	13. Competitive Level
      

	      
	   FORMCHECKBOX 
 SES (Gen)

   FORMCHECKBOX 
 SES (CR)
	   FORMCHECKBOX 
 Neither
	   FORMCHECKBOX 
 Critical Sens

   FORMCHECKBOX 
 Special Sens
	14. Agency Use

 Enlisted

	15. Classified/Graded by

    FORMCHECKBOX 
 a. US Office of Pers Mgt   FORMCHECKBOX 
 b. Dept, Agency or Establishment   FORMCHECKBOX 
 c. Second Level Review   FORMCHECKBOX 
 d. First Level Review


	
	Official Title of Position
	Pay Plan
	Occupational Code
	Grade
	Initials
	Date

	
	  Supervisory Financial Technician
	GS
	0503
	09
	ejm
	02 Apr 03

	16. Organizational Title (If different from official title)

    Entitlements Supervisor
	17. Name of Employee (optional)

          

	18. Dept/Agency/Establishment - National Guard Bureau

    a. First Subdivision      - State Adjutant General

    b. Second Subdivision     - ANG Flying Wing
	 c. Third Subdivision  - Financial Manmagement 
 d. Fourth Subdivision -      
 e. Fifth Subdivision  -      

	19. Employee Review. This is an accurate description of the major duties and responsibilities of my position.
	   Employee Signature /Date (optional)

        

	20. Supervisory Certification. I certify that this is an accurate statement of the major duties and responsibilities of this position and its organizational relationships, and that the position is necessary to carry out Government functions for which I am responsible. This certification is made with the knowledge that this information is to be used for statutory purposes related to appointment and payment of public funds. False or misleading statements may constitute violations of such statutes or their implementing regulations.

	 a. Typed Name and Title of Immediate Supervisor
        
        
	 b. Typed Name and Title of Higher-Level Supervisor/Manager (optional)

        
        

	    Signature

         
	 Date

      
	    Signature

         
	 Date

      

	21. Classification/Job Grading Certification: I certify this position has been classified/graded as required by Title 5 USC, in conformance with USOPM published standards or, if no published standards apply directly, consistently with the most applicable standards.


	 22. Standards Used in Classifying/Grading Position
 USOPM JFS for Clerical and Technical Accounting and 

 Budget Work, GS-0500, Dec 1997; Grade Level Guide for 

 Clerical and Assistance Work, Jun 1989; General 

 Schedule Supervisory Guide, HRCD 5, Jun 1998. 


	    Typed Name and Title of Official Taking Action
	     

	    Ed Marchetti
    Human Resource Specialist (Classification)
	Information For Employees. The standards and information on 

their application is available in the personnel office. The 

classification of the position may be reviewed and corrected by

	    Signature

    //SIGNED//
	 Date

 02 Apr 03
	the agency or OPM. Information on classification/job grading appeals is available from the personnel office.

	23. Position Review
	 Initials
	Date
	Initials
	Date
	Initials
	Date
	Initials
	Date
	Initials
	Date

	a. Employee (Opt)
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	
	
	
	
	
	
	
	
	
	

	b. Supervisor
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	
	
	
	
	
	
	
	
	
	

	c. Classifier
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	
	
	
	
	
	
	
	
	
	

	24. Remarks:

    Released from NGB-HRC, CRA 03-1005, dated 02 Apr 03.


	25. Description of Major Duties and Responsibilities (SEE ATTACHED)

	NSN 7540-00-634-4265 Previous Edition Usable 5008-106   Optional Form 8   US Office of Personnel Management (USOPM), FPM CHAPTER 295 [Equivalent]


25.

INTRODUCTION:

This position is located in an Air National Guard (ANG) Wing, Financial Management.  The purpose of this position is to provide technical and administrative supervision of the accounting and entitlements operations and to assist the Financial Manager (FM) in the overall management of a full variety of financial services and programs.  The incumbent plans, organizes, and reviews work within the Financial Services Flight for customer support of the wing and geographically separated units.  Accomplishes duties in support of state and Federal Air National Guard operations, training, and readiness missions.

This position requires military membership.  It is designated for ANG Enlisted incumbents only.  Incumbent performs duties necessary to accomplish functions in support of programs essential to ANG daily operations, training, and readiness missions.

DUTIES:
-- Supervises personnel, GS-07, in the accounting and entitlements sections, to include a lead position, within Financial Management. Advises the Financial Manager of concerns in entitlements and accounting areas.  Initiates requests for filling vacancies and selects or participates in the selection of personnel.  Complies with Equal Employment Opportunity (EEO) and Labor Management Relations policies.  Approves and disapproves leave.  Prepares formal requests and recommendations for promotion, reassignments, within-grade increases, incentive awards, and disciplinary actions.  Settles complaints or concerns, both formal and informal, and administers disciplinary actions as necessary, referring those which cannot be resolved to the Financial Manager.  Provides assistance to subordinates in resolving problems of a highly complex nature.  Adapts work processes and procedures due to changes in guidance, advances in information technology, modifications to systems applications, and analyses of quality assurance data, which requires continuous training of subordinate staff.  Balances duty assignments to comply with separation of duties requirements.  Assigns and directs work assignments based on constantly changing deadlines and mission requirements.  Reviews work of subordinates, determines proper work methods and procedures, and establishes suspense dates.  Sets customer support standards and monitors customer service.  Sets performance standards and makes formal appraisal of assigned personnel on work performance.  Serves as a trainer and manager of training records.  Formulates and conducts training programs for assigned personnel.  Conducts informal training to broaden employee skills as well as enhance career progression.  Assures integrity of Privacy Act of 1974 requirements.  Need to identify base level of work and required workload.

-- Responsible for reviewing and analyzing new legislative changes to accounting and entitlements policies.  Determines the need for revising local methods and instructions.  Develops, coordinates, and implements operating instructions, other base-level guidance, and local forms to comply with new or revised finance policies, procedures, and systems.  Assists the Financial Manager, or other functional areas, in the formulation and implementation of policies and programs.  Provides financial expertise to assist commander inquiries, covering broad areas, concepts, and information.  Works directly with organizations outside financial management to resolve complex financial issues.

-- Directs the operation of accounting personnel to ensure the timely processing of vendor and travel pay.  Validates propriety of commitments, obligations, and disbursements and ensures proper and timely establishment within the General Accounting and Finance System (GAFS).  Establishes audit requirements. Assures necessary follow-up examinations, identifies deficient accounts, and directs corrective action.  Evaluates adequacy of accounting procedures for effectiveness and regulatory compliance.  Monitors payments through the Merged Accountability and Fund Reporting (MAFR) systems to ensure accuracy.  Provides management with requested data and/or analysis from various accounting systems.

-- Directs the operation of entitlements personnel to ensure the timely processing of military reserve, active component, and civilian pay.  Develops internal controls to ensure the accuracy of supporting pay documents.  Supervises the counseling of unit members regarding pay and special entitlements resulting from deployments, contingency operations, Federal mobilizations, and state activations.  Provides management with requested data from various entitlement systems.  

-- Conducts and/or monitors internal reviews for compliance and fraud prevention.  Refers potential violations to the Financial Manager.  Examples include the Random Travel Audit, Tri-Annual Open Document Listing (ODL) Review, Dual Compensation, Personnel Reliability Audit (PRA), Outstanding Advance Orders Listing, and military special duty pays.

-- Engages in frequent contact and coordination with various outside agencies and businesses to resolve complex financial issues.  These are accomplished via telephone, meetings, Temporary Duty Travel (TDY), e-mail, and teleconferences requiring coordination, organization, and collection of necessary data.  Further contact is made with government agencies, e.g., Defense Finance and Accounting Service (DFAS) and higher headquarters regarding policy and regulatory issues.  Researches, analyzes, and compiles information in response to congressional inquiries. 

-- Performs other duties as assigned.

SUPERVISORY CONTROLS

Incumbent works under the general supervision of the Financial Manager.  Performs duties in accordance with established policies and procedures, referring only difficult problems to the supervisor for advice and guidance.  The incumbent exercises considerable initiative and judgment in planning their work and the work of their subordinates.  Work is observed and reviewed through a spot check of operations for accuracy, meeting time schedules, and the quality of service rendered.

EVALUATION STATEMENT

A.  Title, Series and Grade:  Supervisory Financial Technician, GS-0503-09

B.  References:  

USOPM/JFS for Clerical and Technical Accounting and Budget Work, GS-0500, Dec 1997.

PCS for Grade Level Guide for Clerical and Assistance Work, June 1989.

PCS for General Schedule Supervisory Guide, April 1993.

C.  Background: This PD has been written to incorporate updated information regarding duties and responsibilities as provided by the OPR.
D.  Title, Series and Grade Determination:


1.  Series: Incumbent supervises and coordinates work   in Military/Civilian Pay, Travel, and Accounting. The duties in these areas are not predominate and each involves classification in the GS-0503, Financial Clerical and Assistance Series.


2.  Title: The GS-0503, Financial Clerical and Assistance Series do not contain specific titles for positions classified to this series. In accordance with the titling guidance contained in Reference 3 for the supervision of subordinate positions, the most appropriate constructed title that identifies the duties performed is Supervisory Financial Technician.


3.  Grade: The supervisory duties of this position are grade controlling. The grade resulting from the application of the GSSG is GS-09 as shown on the attached Summary Evaluation.

E.  Conclusion:   Supervisory Financial Technician, GS-0503-09.


GENERAL SCHEDULE SUPERVISOR
POSITION EVALUATION STATEMENT
	FACTOR
	LEVEL
	POINTS
	FACTOR LEVEL DESCRIPTIONS

	1. PROGRAM SCOPE AND EFFECT


	1-2
	350
	---This position meets FL 1-2, as the work directed is administrative, technical or comparable in nature. The services or products support and significantly affect installation level. 

---FL 1-3 is not met, as the program segment and work directed typically encompasses a major metropolitan area, state, etc.  The services accomplished directly and significantly impact a wide range of agency activities, or affect the work of other agencies, which is not typical of this position.

	2. ORGANIZATIONAL SETTING


	2-1
	100
	---FL 2-1 is met as the position is accountable to the Financial Manager who is two or more levels below the Adjutant General 


	3. SUPVY & MANAGERIAL AUTHORITY


	3-2
	450
	---FL 3-2c is met.  This involves carrying out at least three of the first four, and a total of six or more (c-1, 2, 3, 4, 5, 6, 7, 8, 9, and 10 is met) of the 10 authorities and responsibilities identified in the standard. This meets this requirement. 

---FL 3-3 is not met, as it must meet paragraph 3a or 3b as described in the standard.  3a involves exercising delegated managerial authority to set a series of annual, multi-year, or similar type of long-range work plans and schedules for in-service or contract work; assures implementation (by lower and subordinate organizational units or others) of the goals and objectives for the program segments(s) or function(s) they oversee; etc.  This is not met.

Paragraph 3b requires exercising all or nearly all of the delegated supervisory authorities and responsibilities described at level 3-2c of this factor, in addition to at least 8 of the elements cited in the standard.  These are not met.

	4. CONTACTS


A.  NATURE 


	4A-1


	25
	---FL 4A-1 is met, as contacts are with subordinates within the organizational unit(s) supervised, etc.

---FL 4A-2 is not met, as there are not frequent contacts with members of the business community, higher ranking managers, managers, and staff of program on a recurring basis. 

	
B.  PURPOSE


	4B-2
	75
	---FL4B-2 is met, as the purpose of the contacts is to ensure that information provided to outside parties is accurate and consistent.

---FL4B-3 is not met, as the intent is to justify, defend, or negotiate in representing projects, programs, etc.

	5. DIFFICULTY (Base Level)
	5-4
	505
	---FL 5-4 is met, as the base level of the work identified is GS-07.

	6. OTHER CONDITIONS


	6-2
	575
	---FL 6-2 condition is met, as the incumbent has full and final technical authority over Accounting Technician, GS-0525-07 work.

---FL 6-3 condition is not met, as this would require coordination, integration, or consolidation of administrative, technical, or complex technician or other support work comparable to GS-09 or GS-10, which is not found.

	      Adjustment Provision
	Y or N


	N


	---No adjustment.

	TOTAL POINTS ASSIGNED:


	2080
	     GRADE:  09


FINAL CLASSIFICATION:  Supervisory Financial Technician, GS-0503-09
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