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25.

a.  INTRODUCTION:

This position is located in the US Property and Fiscal Office (USP&FO) Comptroller Division, Financial Services Branch.  The purpose of this position is to provide analysis, validation, processing and correction of financial transactions and issues/problems involving the full range of financial services.  Incumbent uses complete understanding of inter-related systems and processes across multiple functional areas and their interoperability to ensure the validity and accuracy of all disbursements, collections, and adjustments related to financial records.

b. DUTIES AND RESPONSIBILITIES:

(1) Performs broad-in-depth financial analysis of inter-related accounting, logistics and computer file systems concerning pay, accounts payable, and various travel entitlements, using multiple procedures, processes and techniques to evaluate alternatives and arrive at decisions, conclusions and recommendations.  Analyzes diverse financial management technical methods, techniques, precedent cases, and procedures to resolve an extensive range of difficult financial technical issues or problems.
  
(2) Performs in-depth analysis, complicated pay, travel, and accounts payable issues involving substantial corrective action and/or complicated adjustments and resolves issues, including assessing unusual circumstances or conditions.  Utilizes experience and judgment, rather than guides, to fill in gaps, identify sources of information, and make working suppositions about what transpired to decide approaches, and resolve specific problems.  Develops variations in approaches to fit specific problems or deals with incomplete, unreliable or conflicting data in the process of work performance in order to validate transactions and resolve inconsistencies.  

(3) Analyzes particular facts of financial transaction problems/issues, verifies and evaluates data; obtains additional information to reconcile discrepancies or inconsistencies; and applies pertinent fiscal laws, regulations, precedent decisions, and procedures to determine appropriate action for resolution.  Performs research regarding many different and unrelated processes and methods relating to financial transactions for analysis of complex and unusual financial transactions.  Analyzes results, applies personal initiative and judgment to make recommendations, which may result in changing guidelines affecting internal, state, and National Guard Bureau (NGB) level processes and procedures.

(4) Analyzes and resolves tax processing problems based on soldier inquiries or internal control audits/reviews, ranging from Permanent Change of Station (PCS) issues and combat tax exclusion pay to refunds of erroneous tax collections.  Ensures complex tax issues involving tax documents, Do It Yourself (DITY) moves, and Relocation Income Tax Allowance (RITA) payments are accomplished accurately and timely.

(5) Interprets data to identify problems, determines nature of the problem or issue, decides approaches to use to resolve issues, and recommends solutions for systemic changes to enhance operations.  Uses independent judgment to reconstruct incomplete files, devise more efficient methods for procedural processing, gather and organize information for inquiries, or resolve problems referred by others.  Interprets user requirements in designing new ad hoc reports or modifications to standard financial and management systems, resulting from regulatory, system, or force structure changes.

(6) Researches, interprets, analyzes, and applies regulations, policies, procedures and legal decisions to work and/or resolve complex financial issues/problems.  Uses public law; fiscal law; Department of Defense (DoD), Department of the Army (DA), Forces Command (FORSCOM), NGB, and Defense Finance and Accounting Service (DFAS) regulations; Standing Operating Procedures; Comptroller General Decisions; and policies and issuances to execute the full range of financial and commercial services.

(7) Performs or conducts research, investigates and solves problems involving reconciliations of discrepancies (Electronic Funds Transfer rejects, pay/personnel/travel mismatches) to identify, analyze and provide solutions regarding multiple entitlements, payments to personnel in various duty statuses and assorted payments to commercial vendors, including computation of interest due.  Sorts complicated factual information and applies a variety of financial methods to resolve issues.

(8) Performs complicated actions to solve problems associated with processing actions regarding multiple pay, travel, and accounts payable financial systems. Incumbent uses related financial regulations and rulings covering diverse types of transactions to function as the technical authority for resolving an extensive range of financial issues or problems.

(9) Performs varied duties, involving financial services payment systems (travel, accounts payable, and pay; i.e. Joint Uniform Military Pay System Uniform Standard Terminal Input System (JUMPS), Operational Data Store (ODS), Standard Financial System ReDesign1 (SRD1), Defense Travel System (DTS), Integrated Automated Travel System (IATS), etc., by applying a series of different and unrelated methods, processes and techniques involving established financial management systems.  Analyzes and develops a variety of new or established techniques and methods to evaluate alternatives and arrive at decisions, conclusions, and recommendations that enhance operations. Uses different procedures, as transactions are not completely standardized, or transactions are inter-related with other systems, that require coordination with other personnel or staff, both internal and external to the organization.

(10) Determines appropriate pay, allowances, and entitlements resulting from multiple military and civilian statuses, to include:  Title 10 active duty; Title 32 Inactive Duty for Training (IDT), Annual Training (AT), Active Duty for Training (ADT), Active Guard and Reserve (AGR), and Active Duty for Operational Support (ADOS (includes Defense Support to Civilian Authorities (DSCA) operations).  Executes unique and special pay and entitlement actions in order to provide the appropriate entitlements, such as Base Pay; Basic Allowance, Housing (BAH); Basic Allowance, Subsistence (BAS); Incapacitation Pay (INCAP); Family Separation Allowance (FSA); Hazardous Duty Pay; Hostile Fire Pay; Combat Zone Tax Exclusion (CZTE); Special Duty Assignment Pay (SDAP); Student Loan Repayment Program (SLRP); incentive (bonus) pay; Invitational Travel Authorization (ITA); Jury Duty; child support; wage garnishments; allotments; survivor benefits; and incentive pays (Jump Pay, Medical Pay, Flight Pay, Foreign Language Proficiency Pay).  

(11) Analyzes and processes transactions directly with U.S. Treasury and local financial institutions to ensure credits and collections are accomplished in a timely manner in accordance with law, regulation and policy.

(12) Applies information derived from personnel management systems to ensure proper pay and entitlements to Soldiers and civilians.   Supports Soldier Readiness Processing (SRP) with face to face interviews to conduct personal records review and ensure effective transition to Title 10 duty with accurate pay and entitlements. 

(13) Uses computer master file systems, document processing and the effects of transactions on existing records to modify normal automated processes while protecting historical data.  Ensures accuracy of modifications relating to payments, contract modifications, accessions, separations, collections, disbursements, garnishments, electronic fund transfer changes, and out of service debts or other actions involving complicated adjustments.  Determines appropriate travel entitlements for multiple duty statuses and situations including Temporary Duty (TDY), local travel, and Permanent Change of Station (PCS).  

(14) Determines appropriate payments to vendors by applying Prompt Payment Act, tax law, contract law, account code structure, invoice processes, and Grants and Cooperative Agreement regulations and guidelines. 

(15) Audits the full range of pay, travel, and accounts payable authorizations and entitlements to determine compliance with multiple laws, regulations, policies and issuances.

(16) Schedules, runs, and analyzes various financial system reports, such as daily activity reports, error/reject reports, status reports, discrepancy and mismatch reports, transaction reports, and ad hoc reports.

(17) Responds to requests for assistance/information from multiple sources, to include soldiers, civilian employees, family members, unit supervisory personnel, Inspectors General (IG), Investigating Officers (IO), state and federal political members, and vendors.  Trains customers on pay and travel entitlements and associated systems, processes and reports.  Applies principles and practices involving data protected under the Privacy Act.  

(18) Performs other duties as assigned.

 c. FACTOR DISCUSSION:

Factor 1 - Knowledge Required by the Position:    

--Comprehensive knowledge of and skills in the interrelationships of the various financial, personnel and computer file systems, methods, techniques, precedent cases and procedures to resolve especially difficult and/or sensitive problems.  Information is used to perform complicated actions to solve problems associated with processing transactions within the financial system.  

--Uses broad in-depth, practical knowledge and judgment to reconstruct inaccurate accounts, gathers and organizes information for inquires and resolves problems referred by others.  Knowledge and skill to suggest specific changes to the guidelines themselves, development of control mechanisms, additional training for customers and specific guidance related to the procedural handling of documents and information.

--Knowledge and skills of the procedures and techniques to conduct difficult and responsible analysis and determinations within a complete financial management system to validate transactions and to perform research to resolve inconsistencies.

--Knowledge of related financial regulations and rulings covering diverse types of transactions to function as a technical authority to resolve an extensive range of issues or problems.  Skill in researching, interpreting, analyzing, and applying regulations, policies, procedures and legal decisions and issuances regarding the full range of financial and commercial services provided, including public law; fiscal law; DoD, DA, FORSCOM, NGB, and DFAS regulations; Standing Operating Procedures; and Comptroller General Decisions.

--Comprehensive knowledge of and skill in determining appropriate pay, allowances, and entitlements resulting from multiple military and civilian statuses, to include:  Title 10 active duty; Title 32 IDT, AT, ADT, AGR, and ADOS. Knowledge of unique and special pay and entitlement situations to include Base Pay, BAH, BAS, INCAP, FSA, Hazardous Duty Pay, Hostile Fire Pay, CZTE, SDAP, SLRP, incentive pay (bonus), Jury Duty collections, child support, wage garnishments, allotments, survivor benefits, casualty assistance and special incentive pays (flight, medical, jump, foreign language).

--Knowledge of personnel regulations and personnel management systems necessary to understand the interface with financial management systems and how they affect pay and entitlements to Soldiers and civilians.  Knowledge of the rules, regulations, pay, and entitlements of excepted service technicians in a military status.   

--Comprehensive knowledge of and skill of computer master file systems, the interrelationship of various financial systems applications and the effects of those applications on existing records to modify normal automated processes while protecting historical data.  Knowledge of how these modifications relate to payments, contract modifications, accessions, separations, collections, disbursements, garnishments, electronic fund transfer changes, and out of service debts or other actions involving complicated adjustments.  Skill in determining appropriate travel entitlements for multiple duty statuses and situations including TDY, local travel, PCS and ITA’s.  Knowledge of tax regulations, systems, and processes involving tax documents, DITY payments, and RITA payments.

--Comprehensive knowledge of and skill in determining appropriate payments to vendors by applying Prompt Payment Act, tax law, contract law, account code structure, invoice processes, and Grants and Cooperative Agreement regulations. 

--Knowledge of fact finding, investigative and problem solving techniques involving reconciliations of discrepancies (Electronic Funds Transfer rejects, pay/personnel/travel mismatches and pay timeliness) that identify, analyze and recommend solutions regarding financial services, multiple entitlements, and payments to personnel in various duty statuses and commercial vendors which may include computation of interest due.

--Knowledge and skill in applying principles and practices involving data protected under the Privacy Act.  Knowledge and skills regarding records management.

--Knowledge and skill of auditing procedures in order to analyze the full range of pay, travel, and accounts payable pay authorizations and entitlements to determine compliance with multiple laws, regulations, policies and issuances.

--Knowledge of the organizational structure, functions, policies, and processes of the state’s National Guard, to include relationships to state entities under DSCA operations.

--Knowledge of training techniques and program instruction regarding the full range of financial transactions.  Knowledge and skill in providing quality and time sensitive customer service techniques.

Factor 2 - Supervisory Controls:    

The supervisor assigns work by providing standing instructions on the necessary objectives, priorities and provides guidance for unusually difficult situations.  The employee independently processes the difficult procedural and technical tasks and actions and handles problems and any deviations in accordance with instructions, policies, previous training, and accepted practice.  The supervisor evaluates completed work for overall technical proficiency and conformance to system requirements.  Supervisor reviews work by performing a sampling for results and conformity to established requirements and deadlines. 


Factor 3 - Guidelines:    

Guidelines, references, and fiscal accounting directives are available.  Guidelines are in the form of agency policies and procedures.  Federal codes and manuals, specific related regulations, precedent actions, and processing manuals are readily available for doing the work and are clearly applicable to most transactions.  

The number and similarity of guidelines and work situations require the employee to use judgment to identify and select the most appropriate procedures to use, choose from among several established alternatives, or decide which precedent action to follow as a model.

Factor 4 - Complexity:    

Work consists of performing a variety of complex duties involving financial services, examinations and transactions utilizing multiple payment systems.  Work at this level requires independent analysis and development of a variety of new or established techniques and methods to evaluate alternatives and arrive at decisions, conclusions, or recommendations that enhance operations.  The use of different procedures may result because transactions are not completely standardized or transactions are inter-related with other systems that require coordination with personnel, both internal and external to the organization.   Work requires analysis of problems using multiple procedures, processes and techniques to evaluate alternatives and arrive at decisions, conclusions and recommendations concerning pay, accounts payable, and various travel entitlements.  Complex situations include mobilization payments (pre-mobilization congressionally mandated training model; pre-mobilization, mobilization and post-mobilization pay and entitlement requirements), mission critical travel, foreign travel and complex emergency situations involving operational contingencies and Defense Support to Civil Authorities.  All tasks performed are subject to strict deadlines dictated by inside and outside agencies.

The employee makes recommendations or takes actions based on a case-by-case review of the pertinent regulations, documents, or issues involved in each assignment or situation. 

Factor 5 - Scope and Effect:    

The purpose of the work involves reviewing, analyzing, validating, processing, and executing a wide range of complex pay, voucher, and accounts payable issues and services and to provide accurate financial information to organizational leadership to manage federal resources required for mission accomplishment.  Incumbent performs the full range of financial pay, travel, and accounts payable processing, maintenance, investigative review, identification of erroneous payments, analysis and reporting regarding all pay, payments, and entitlements.  Issues might result from insufficient or inaccurate information about transactions, a need for more efficient processing procedures or requests to expedite urgently needed cases.  

The work affects the quality, quantity, and accuracy of the organization’s records, financial operations and service to personnel and vendors.  Work impacts pay, travel reimbursement, payment to Soldiers, civilians (includes survivor benefits or casualty assistance), commercial vendors and retention of trained and deployable personnel required for mission accomplishment and safeguards Federal resources in accordance with law and regulations.

Factor 6 - Personal Contacts: 
 
Contacts are with Soldiers and employees of the State’s National Guard, including various headquarters and unit commanders, staff and family members.  Contacts are also with persons outside the State National Guard, which include vendors, NGB, DA, DFAS, Installation Management Command (IMCOM), Mobilization Station, Theater Finance personnel, Inspectors General, and external auditors.  

Factor 7 - Purpose of Contacts:    

The purpose of the contacts is to act as a guide and informs individuals who are upset, skeptical or uncooperative, in order to provide information, take corrective action, and provide findings to comply with established laws and regulations.  This may involve obtaining cooperation in submitting source documents or other necessary information, requesting other personnel correct errors in documentation or data entry, assisting others in locating information, or preparing for and responding to audits and internal control checklists.

Factor 8 - Physical Demands:    

Requires some physical effort, such a standing, walking, bending, or sitting.  There are no special physical demands.

Factor 9 - Work Environment:    

Work is performed in an office setting involving everyday risks or discomforts.  Normal safety precautions are required.

d. OTHER SIGNIFICANT FACTS:

Incumbent may be required to prepare for and support the mission through the accomplishment of duties pertaining to military training, military readiness, force protection and other mission related assignments including, but not limited to, training of traditional Guard members, CWDE/NBC training, exercise participation (ORE/ORI/UCI/MEI/OCI/IG, etc.), mobility exercise participation, FSTA/ATSO exercise participation, SABC training, LOAC training, weapons qualification training, participation in military formations, and medical mobility processing within the guidelines of NGB/ARNG/ANG/State/TAG rules, regulations and laws.  These tasks have no impact on the classification of this position and should NOT be addressed in any technician’s performance standards.


EVALUATION STATEMENT

A.  Title, Series, and Grade:  Financial Technician, GS-0503-08.

B.  References:  

1.  USOPM Job Family PCS for Clerical and Technical Accounting and Budget Work, GS-0500, dated Dec 1997.
2.  USOPM Introduction to the Position Classification Standards, dated Jul 95 (Revised Aug 09)
 
C.  Background:  This position PD resulted from a recent manpower study that redefined the duties and responsibilities of the position. 

D.  Pay Plan, Series, Title, and Grade Determination:

1. Pay Plan:  The duties in this position are primarily of a technical and administrative nature and as such, are subject to the General Schedule (GS) pay plan.

2.  Series:  The primary purpose of this position requires the incumbent to accomplish the full range of military pay, technician pay, and voucher exam (travel and commercial accounts) payment actions within the Comptroller Division in addition to having knowledge of the accounting and budget process to accomplish this work.  As this work is not readily classified to another specific series, and the work includes a combination of work classified to two or more series, the work being performed is characteristic of positions assigned to the GS-0503 series. 

3.  Title: The GS-503, Financial Clerical and Assistance Series do not contain specific titles for positions classified to this series.  In accordance with the titling guidance contained in the GS-0500 standard and the guidance in the Introduction to the Position Classification Standards, the most appropriate title that identifies the duties being performed is Financial Technician.  

4.  Grade:   As shown in the attached Factor Evaluation Statement (FES) position evaluation statement, the grade is GS-08.

E.  Conclusion:  Financial Technician, GS-0503-08.


CLASSIFIER: Ed Marchetti, NGB-J1-TNC	Date:  30 Apr 10


FACTOR EVALUATION SYSTEM
POSITION EVALUATION STATEMENT


	FACTOR
	FL
	PTS
	REMARKS

	1.  Knowledge Required by the Position
	1-5
	750
	

	2.  Supervisory Controls
	2-3
	275
	

	3.  Guidelines
	3-2
	125
	

	4.  Complexity
	4-3
	150
	

	5.  Scope And Effect
	5-3
	150
	

	6.  Personal Contacts
                 and
7.  Purpose Of Contacts
	
2c
	
145
	

	8.  Physical Demands
	8-1
	  5
	

	9.  Work Environment
	9-1
	  5
	

	              TOTAL POINTS ASSIGNED:
	1605
	      GRADE:  GS-08




FINAL CLASSIFICATION:  Financial Technician, GS-0503-08.
 

CLASSIFIER:  Ed Marchetti, NGB-J1-TNC	Date:  30 Apr 10 




Narrative Analysis of Chart

FACTOR 1- KNOWLEDGE REQUIRED BY THE POSITION:	

The position meets level 1-5.  The employee applies a comprehensive knowledge of a wide range of financial management systems and related financial regulations and rulings covering multiple, diverse transactions and incumbent typically functions as a technical authority to resolve complex and financial issues and problems.   The work requires considerable skill in applying this knowledge to plan and accomplish a variety of complex work assignments and/or to identify, analyze, and resolve financial services issues or problems.  Employees in this position examine financial accounts and resolve difficult reconciliations requiring an analysis of adjustments and corrective entries in the account.  They trace transactions entered and accomplish worksheet or make entries on worksheets to reflect the source of the discrepancy, corrective action required to bring accounts into agreement, prove the accuracy of adjusted accounts, and recommend actions, if necessary, to prevent recurrence of similar discrepancies. Employees accomplish this work by using multiple computer file systems, financial services policies, principles, and practices or in depth-knowledge of the different specialized financial functions, inter-related pay, travel and commercial accounts.  Employee is required to have knowledge of various pay/travel authorities to examine pay, travel and commercial vendor accounts and knowledge and skill of the multiple accounting codes used due to deployments and contractual issues that require an analysis of adjustment and skill that requires an analysis of adjustments to make corrective entries in applicable accounts.  Knowledge of analytical and evaluating techniques to conduct a variety of fiscal reconciliations, reviews, and account adjustments, including coordinating associated budget adjustments with fiscal  accounting necessary to balance all Program Managers’ accounts with the approved budget and federal database of record.  Employee uses a thorough knowledge of National Guard Bureau, DFAS, DA, ARNG and local state policies and procedures to analyze, resolve and accurately process payments of financial services to satisfy user requirements.  Incumbent of this position has knowledge to conduct comprehensive reviews of military and civilian pay transactions, travel payments and commercial accounts which include determination of allowances, entitlements, special incentive pay, debt collections and interest payments; auditing and resolving cases involving overpayment or underpayment for periods of service and discrepant invoice or receiving reports; and analyzing various sources of regulatory guidance not normally available to the customer (i.e. FORSCOM, 1st Army, DA, DFAS and US Code) in regards to various employee and commercial payments.  This requires the employee to trace transactions entered and prepare worksheets to reflect the source of discrepancies, corrective action required to bring accounts into agreement, prove the accuracy of adjusted accounts, and recommend actions to prevent similar discrepancies.   

FL 1-5 is the highest factor level in this standard.


FACTOR 2 - SUPERVISORY CONTROLS:	.

The position meets level 2-3. The supervisor assigns work by providing standing instructions on the necessary objectives, priorities and provides guidance for unusually difficult situations.  The employee independently processes the difficult procedural and technical tasks and actions and handles problems and any deviations in accordance with instructions, policies, previous training, and accepted practice.  The supervisor evaluates completed work for overall technical proficiency and conformance to system requirements.  Supervisor reviews work by performing a sampling for results and conformity to established requirements and deadlines. 

FL 2-3 is the highest factor level in this standard.

FACTOR 3 – GUIDELINES:	

FL 3-2 is met by the position.  The guidelines consists of a number of established procedures and specific guidelines in the form of agency policies and procedures, Federal codes and manuals, specific related regulations, precedent actions, and processing manuals are readily available for doing the work and are clearly applicable to most transactions.  The number and similarity of guidelines and work situations require the employee to use judgment to identify and select the most appropriate procedures to use, choose from among several established alternatives, or decide which precedent action to follow as a model.

FL 3-3 is not met, as the guides do not lack specificity, frequently changes, or are not completely applicable to the work requirements, circumstances, or problems.  The employee does not analyze the results of the applicable guidelines and recommend changes, which result in the applicable guidelines changing, development of control mechanisms, additional training for employees, or specific guidance related to the procedural handling of documents and information.  

FACTOR 4 – COMPLEXITY:
	
The position is a match with level 4-3.  Employee performs assignments that involve performing a variety of duties requiring the use of different and unrelated processes, methods, practices and/or criteria.  Work assignments involve performance of varied duties requiring the use of different and unrelated processes, methods, practices and/or criteria, to include: providing advice and guidance to a variety of military units and organizations on all aspects of financial services; furnishing guidance on pay and allowances, entitlements, reimbursements, and commercial accounts requirements to unit personnel and contractors; analyzing and recommending numerous methods of payments regarding combined and multi-year funding lines for ODT/AT/ADT, to include pay, travel, special pays and combined multi-duty status orders to ensure all entitlements are paid IAW published guidance (i.e. Title 32 Annual Training orders, ADOS, IDT pay and Title 10 mobilizations); auditing individual pay accounts to ensure various entitlements are correct for high visibility requests, especially for deceased soldiers and congressional inquiries; and reviewing and validating RITA transactions with IRS and certifies complicated adjustments. Employee is often required to use different procedures as transactions are not completely standardized; deadlines are continually changing; or transactions are interrelated with other systems and require extensive coordination with other personnel.  The employee makes recommendations or takes actions based on a case-by-case review of applicable regulations, documents, or issues in each assignment or situation. 

FL 4-4 is not met. Employees work at this level requires analysis, development or testing of a variety of established techniques and methods to evaluate alternatives and arrive at decisions, conclusions or recommendations.   Examples of this work; the employee interprets and tests user defined specifications to modify an automated system requiring broad knowledge of users’ technical functions, program objectives, and impact of systems changes on other functions, processes and requirements.  

FACTOR 5 - SCOPE AND EFFECT:	

The position is a match with FL 5-3.  The purpose of the work is to resolve a variety of conventional pay and entitlement problems, related budget or financial management problems, questions, or situations and/or transactions.  Issues might result from insufficient information about a transaction, a need for more efficient processing procedures or requests to expedite urgently needed financial transactions.

The results of the work primarily affect the organization’s ability to meet substantial and significant military pay, travel, entitlement and vendor pay requirements.    

FL 5-3 is the highest factor level addressed in this standard

FACTOR 6 – PERSONAL CONTACTS &
FACTOR 7 – PURPOSE OF CONTACTS:	

Personal Contacts:

FL 6- 2 is met by this position.  Contacts are made with employees and supervisors of the same military branch but outside the immediate office.  Persons contacted include those performing financial, fiscal, pay, travel, entitlement or related functions at higher organizational levels.  Contacts are also made outside the serviced organizations in a moderately structured situation, such as exchanges of information by phone and in occasional meetings with counterparts in financial services and other related programs.  

FL 6-3 is not met by this position.  Employees in this position do not meet with attorneys, congressional staff members, etc.  These contacts are not recurring or routine and the purpose, role and authority of each party must be established each time in order for the employee to determine the nature and extent of information that can be discussed or released.




Purpose of Contacts:

FL 7-c is met by the position.   The purpose of the contacts is to provide financial services, pay, travel; entitlement and vendor pay advice to managers and program officials in consideration of the organization’s mission and programs.  The contacts may typically involve controversial issues or problems and include such matters as identification of alternatives and recommendations for solving pay and entitlement problems. This may involve obtaining cooperation as well as to guide and persuade individuals who are often skeptical or uncooperative, in order to provide information, take corrective action, and provide findings to comply with established laws and regulations.  

FL 7-c is the highest factor level addressed in the standard.

FACTOR 8 – PHYSICAL DEMANDS:	

FL 8-1 is met. The employees work is primarily sedentary, although some slight physical effort may be required, such as walking, standing, bending, or carrying light items and that no special physical demands are required.  

FL 8-1 is the highest factor level in the standard. 

FACTOR 9 – WORK ENVIRONMENT:	

FL 9-1 is met. Employee performs work in an office or similar setting, involves minimal risk or discomfort, and requires normal safety precautions.  The work area is adequately lighted, heated, and ventilated.  The incumbent performs the bulk of the work in an office environment and so observes normal safety precautions.

FL 9-1 is the highest factor level in the standard.  
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