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PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:
The primary purpose of this position is:  To serve as a budget analyst in the installation’s budget office, performing a variety of budget functions involving the formulation, execution, and/or analysis of budgets and economic and cost analysis studies for substantive programs and support activities.

The organizational location of this position is:
__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  

__________________________________________________________________________________________________

DUTY 1:









%
Critical

Performs budget formulation work involving preparation of detailed analyses of annual and/or multi-year budget estimates for assigned organizations/programs into a consolidated budget request.  Assembles and/or develops background data, information, and documentation to support required program budgets for reference and evidence in agency budget hearings and/or before Office Management and Budget (OMB) and/or Congressional committees. Researches, compiles, and summarizes data involving obligations, expenses, and object class/line item information, narrative information, and quantitative budgetary data for use in preparing budget estimates.  Interprets source information and applies it to the budget.  Reviews organizational historical data and/or matches funding requests or projected costs of selected line items with past records to determine trends in spending and to forecast annual funding needs.  Prepares and edits narrative justification for projected funding needs and assures that requests are formally and accurately documented in a wide variety of unrelated forms, schedules, and reports.  Considers the impact of changes being made on various other schedules and takes appropriate action.
STANDARDS:
A.  Typically Effectively compiles, consolidates, interprets, and summarizes budgetary data for preparation of supportive documentation and budget estimates.  

B.  Normally effectively reviews historical data to determine spending trends and forecast annual funding needs.

C.  Almost without exception accurately prepares budget estimates in accordance with prescribed procedures and regulations.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________

DUTY 2:









%
Critical

Performs budget execution and administration work involving the monitoring of obligations incurred and the actual expenditures of a budget with different sources and types of funding, such as direct annual, multi-year, and no-year appropriations; apportionments; allotments; transfer of funds from other agencies; revenue from industrially funded operations; and refunds.  Performs assigned budget execution tasks to meet the needs of organization(s) at the lowest operation level.  Monitors the use and rate of expenditures of budgeted funds through continuing dialogue with program officials and their staff, review of written documents, and examination of accounting records.  Conducts research, identifies and analyzes trends in the use of funds, and evaluates the effects of continuing changes in program plans and funding.  Monitors, reviews, and verifies obligations, expenditures, reimbursable orders, and requests for allotments, identifying and reporting differences which are not in keeping with annual work plans.  Prepares a variety of reports covering the status of funds, expenses, and obligations as required by higher headquarters.  Compares obligations and expenditures and identifies conditions of over or under obligation of funds.  Develops recommendations for budgetary adjustments to support unanticipated changes in program operations and/or funding.  Identifies and refers to higher level officials reprogramming actions which require prior approval.  Obtains and provides information concerning the propriety of using funds for specific purposes by researching appropriate legal and regulatory guides.  Conducts trend analysis and makes recommendations for transfer of funds between object class and line item accounts under the same appropriation or allotment when funds are 

needed to cover increases in obligations or when expenditures fall below established limits.  Verifies, enters, and adjusts budgetary data in a variety of forms, schedules, and reports.  Monitor of year-end closing to ensure proper and full use of funds.

STANDARDS:
A.  Typically thoroughly reviews and checks obligations, expenditures, reimbursable orders, and requests for allotments to ensure funds are being spent in accordance with annual work plans and schedules and makes sound recommendations for reprogramming.

B.  Normally accurately prepares required forms, schedules, and reports in accordance with established procedures and guidelines.

C.  Almost without exception effectively and efficiently monitors year-end closings to ensure there are no anti-deficiency violations.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________

DUTY 3:









%
Critical

Provides advice, assistance, and guidance on budgeting and related information.  Devises and recommends the adoption of procedures to implement budgetary processes, policies, and regulations issued by MAJCOM or AF headquarters.  Resolves and interprets ambiguous and conflicting budgetary policies and regulations.  Prepares guidance and explains and defends actions on budgetary procedures and/or interpretation of standard procedures and regulations on the various phases of budget administration to customers/functional area specialists.  Advises program managers and other interested parties on the status and availability of funds in different accounts and all aspects of AF, MAJCOM, and installation budget processes which apply to their program(s).  Persuades or negotiates with decision-making officials to follow a recommended course of action consistent with established budget policies and objectives.  Reviews and approves/disapproves, modifying as necessary, budgetary actions submitted by lower echelons.  Serves as liaison between program managers and their representatives, the budget division, and other staff offices connected with the budget process (e.g., personnel, accounting, payroll, and procurement).  Provides advice and assistance to lower grade employees in the budget office.  Attends briefings, meetings, and/or working groups as a representative for the budget office.

STANDARDS:
A.  Almost without exception accurately and clearly devises and recommends local budget procedures for implementation of higher headquarters guidelines.

B.  Provides guidance and advice on budget and budget-related matters that is typically accurate and responsive to the needs of the budget staff and program managers.

C.  Almost without exception thoroughly reviews budgetary actions submitted to ensure compliance with budgetary policies and guidelines in a timely manner.

KSA:  1, 2, 3, 4, 5, 6, 7, 8

__________________________________________________________________________________________________

DUTY 4:









%
Critical

Conducts analyses, reviews, and special studies of budget and/or related information.  Reviews and assesses the long-term effects of budget guidelines, such as new or revised legislation, Programming Decision Memoranda (PDM), and Program Budget Decision (PBD), on assigned programs.  Researches and analyzes available factual information, trends in the cost of accomplishing specific work objectives, relationships among organizational needs/objectives, and/or budget information in unrelated documents and reports, and evaluates results for possible effect on program plans and funding.  Conducts special studies of financial programs and funding requirements to ensure the availability of funds.  Analyzes budgetary relationships and develops appropriate recommendations to accommodate actions under conditions of short and rapidly changing program and budgetary deadlines.  Selects and applies appropriate analytical methods and techniques (e.g., cost-benefit analysis, zero base budgeting (ZBB), amortization, depreciation, pro-rating revenues and costs among customer, planning-programming-budgeting, program evaluation review technique (PERT), and management by objectives) to predict or assess the effects of budgetary and/or program changes and to fully evaluate the significance of conflicting program and budget data.  Reviews and analyzes continuing changes in program plans and/or funding throughout the year to identify and recommend or make frequent adjustments to budget estimates and/or conduct partial rebudgeting. Conducts budget-related training for functional contacts and/or program managers in assigned organizations.  Conducts training on budget processes, procedures, requirements, etc., and provides organizational personnel with sufficient information and knowledge to accomplish objectives.

STANDARDS:
A.  Normally conducts thorough reviews of budget guidelines and data analyses for impact on assigned programs.

B.  Typically thoroughly and accurately conducts analyses and special studies to discern trends in spending, anticipate needs for future funding, and determine funding propriety.

C.  Typically ensures clear, easily understood training is scheduled and presented within time limits that meet the needs of the organization based upon changes in personnel, new procedures, program changes, etc.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________

DUTY 5:









%
Critical

Leads and/or performs specialized, individual economic analyses and impact studies in support of a variety of budget programs.  Conducts cost management effectiveness and sensitivity studies/analyses dealing with major issues and problems affecting assigned budget programs.  Plans, initiates, and conducts studies to analyze and evaluate actual or potential effectiveness of current or projected budget programs.  Interprets source information and applies it to the studies/analyses.  Develops logical, defensible cost estimating relationships based on quantitative and statistical principles.  Develops, researches, and/or verifies costs supporting study and enters the costs in accordance with program methodology.  Documents sources and cost methodology, ensuring study can be duplicated by MAJCOM, Air Staff, and other review agencies.  Coordinates and provides support to functional contacts in serviced organizations.

STANDARDS:
A.  Almost without exception accurately and thoroughly plans and conducts economic and cost analyses to ensure effectiveness of budget programs in achieving their objectives.

B.  Typically effectively coordinates with and provides support and guidance on analyses to other budget personnel and functional contacts in serviced organizations.

KSA:  1, 2, 3, 5

__________________________________________________________________________________________________

DUTY 6:









%
Critical

Uses automated budgetary system(s) and computer-generated products in accomplishing budgeting assignments.  Performs quality checks of automated system database information and advises program manager of any significant problems.  Uses available computer software programs to produce required budget reports, plans, schedules, etc.  Uses computer products to facilitate effective analyses of budget information, such as costs, benefits, and trade-offs in obligation and expenditures of budget dollars.
STANDARDS:
A.  Typically efficiently and effectively uses computer products and software programs to accomplish budget assignments.

KSA:  1, 2, 3, 4

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of commonly used budgetary methods, practices, procedures, regulations, policies, and processes to formulate, justify, and execute assigned budget in support of the mission, structure, goals, work processes, and programs of assigned organization(s).

2.  Knowledge of missions, functions, goals, objectives, work processes, and sources of funding pertinent to installation programs/organizations.

3.  Skill in the application of analytical methods and techniques (e.g., cost-benefit analysis, ZBB, amortization, depreciation, and pro-rating revenues and costs among customers), mathematical and statistical analyses, and various cost estimating techniques to analyze and evaluate the effects of changes in program plans and funding and conduct economic and cost studies/analyses .

4.  Ability to gather, assemble, and analyze data to prepare budget estimates, develop alternatives, and make recommendations to resolve budget/funding problems.

5.  Ability to communicate effectively, both orally and in writing, to justify, defend, present, and/or advise on budgetary processes/actions.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required By The Position



Level 1-7
1250 Points

-- Detailed, intensive knowledge of budgetary methods, practices, procedures, regulations, precedents, policies, and other AF, MAJCOM, and installation guides which apply to assigned organizations and programs; sources, types, and methods of funding for assigned organizations and programs (e.g., direct annual, multi-year, and no-year appropriations; apportionments; allotments; transfer of funds from other agencies; revenue from industrially funded operations; and/or refunds); and budgetary and financial relationships between assigned budget(s) and budgets and programs of other agency components and organizations.

-- Skill in analyzing budgetary relationships and developing recommendations for budgetary actions (e.g., requesting allotments or reprogramming funds among object classes) under conditions of time pressure and uncertainty due to:  short and rapidly changing program and budgetary deadlines and objectives; gaps and conflicts in program and budgetary information; lack of predictive data; conflicting program and budgetary objectives; and changing guidelines for the work.

-- Knowledge and skill in the application of methods and techniques for analyzing and evaluating the effects of continuing changes in program plans and funding on the accomplishment of the budget and program milestones (e.g., cost-benefit analysis, ZBB, pro-rating revenues and costs among customers, planning-programming-budgeting, PERT, management by objectives, decision theory, probability theory, linear programming, and inventory replacement theory).

-- Practical knowledge of the missions, functions, goals, objectives, work processes, and sources of funding of budget activities in order to relate needs and accomplishments of serviced activities to anticipated and actual dollar figures in the budget.

-- Knowledge of sources of factual information about the programs and finances of the assigned area of the budget, such as that found in accounting and data processing reports, payroll records, work reports, or inventory and sales data.  Analytical skill is required to interpret the source information and apply it to the budget.

-- Knowledge of automated data processing concepts and systems capabilities to accomplish assigned budget functions.

-- Detailed knowledge and skill in the application of mathematical and statistical analysis and various cost estimating techniques to lead and/or conduct specialized and individual economic and cost studies/analyses.

Factor 2, Supervisory Controls





Level 2-4 
450 Points

The supervisor establishes the overall budgetary objectives and policies and indicates the sources and types of funding available to achieve the stated objectives.  Deadlines for completion of the work are normally linked to the budget cycle; however, for accomplishment of special projects and assignments, the employee and supervisor work together to develop internal deadlines.  The employee is responsible for independently planning, performing, coordinating, and scheduling budgetary financing for new programs and activities of substantive nature on an extended basis; resolving and interpreting ambiguous and conflicting budgetary policies and regulations; reconciling conflicting budgetary and program objectives; and assessing the long-term effects of new or revised legislation on the budget and on assigned programs.  On own initiative the employee selects the analytical methods to be used in estimating funding needs, strategies for presenting budgetary recommendations and requests to management and fund-granting authorities, and the methods to be used in checking the accuracy and reliability of budget forecasts and effectiveness of controls over the use of funds.  The employee informs the supervisor of budgetary issues with potentially controversial and far-reaching implications.  Completed work is reviewed for effectiveness of budgetary actions and recommendations.  Work is seldom reviewed while in progress.

Factor 3, Guidelines






Level 3-3
275 Points

Guidelines available and regularly used in the work are in the form of budgetary and program policies, precedents, and regulations (e.g., the analysis and formation of budget estimates, requirements for narrative justification for budget requests or reprogramming actions, methods for analyzing and reporting on obligations and expenditures in approved budgets, or requirements for cost and management analysis) and specific substantive program goals, production schedules, and work processes.  Guidelines are not always applicable to specific budgetary situations.  The employee uses judgment in interpreting, adapting, and applying guidelines; resolving gaps in specificity or conflicts in guidelines which are in consonance with stated budget and program objectives; and recommending changes to, or adaptation of, installation policies and procedures.

Factor 4, Complexity






Level 4-4
225 Points

The work involves the performance of a wide variety of analytical and technical budget administration functions and economic analyses for substantive programs and support activities which are funded through many separate sources (e.g., 

appropriations, allotments, reimbursable accounts, and/or transfers of funds between organizations).  Programs and funding are unstable and subject to change throughout the budget year, which necessitates making frequent adjustments to budget estimates and conducting partial rebudgeting during the fiscal year.  The budget for which the employee is responsible typically includes either a wide range of object classes and line items for one or more substantive programs and organizations, or fewer object classes and accounts through which a wide range of program areas are funded.  The employee identifies and analyzes changes in budgetary policies and regulations which affect the accomplishment of program objectives, and vice-versa; analyzes budget and program input to develop annual and multi-year budget estimates; and conducts research, identifies and analyzes trends in the use of funds, and recommends adjustments in program spending which require the rescheduling of program workloads.  The employee regularly uses the full range of analytical techniques such as cost-benefit analysis, ZBB, amortization, and pro-rating revenues and costs among customers, and on a less frequent basis, utilizes other methods such as planning-programming-budgeting, PERT, management by objectives, decision theory, probability theory, linear programming, and inventory replacement theory.  The work involves unpredictable short-term deadlines which vary according to changes in budgetary objectives, available funding, program goals, and workload.

Factor 5, Scope and Effect





Level 5-3
150 Points

The purpose of this position is to perform budget administration functions and cost/economic analyses for assigned organizations, object classes, locally-based substantive programs, and support activities.  The employee performs a wide variety of  budget formulation and execution functions, conducts analyses and special studies, provides advice and guidance to installation program managers on obtaining and effectively using federal funds, and establishes budgetary goals and milestones.  Work contributes to the cost-effective use of federal funds by assuring that funds are neither over nor under obligated and that the monies are obligated and spent on a timely basis in accordance with the purpose for which they were allotted by higher headquarters.

Factor 6/7 Personal Contacts and Purpose of Contacts



Level 6/7-2B
 75 Points

Contacts extend to personnel outside the budget office but within AF.  Typical of this level are contacts with project managers responsible for substantive technical programs or their designated representative, technical subject matter specialists, management/program analysts, personnel management specialists, and other budget and financial analysts at various levels within AF.  Roles and relative authorities of participants are explicit.  Also included at this level are informal telephone and face-to-face contacts with employees of other federal agencies engaged in budgetary functions which affect assigned budget/programs and contacts with representatives of private industry.

Purpose of the contacts is for exchanging information about assigned organizations’ functions, programs, budget, and fund status; ensuring compliance with budgetary policies and regulations; resolving budgetary issues and problems; and carrying out budgetary transactions to achieve mutually agreed upon financial and program objectives (e.g., advising on transfers of funds between accounts within an appropriation, preparation of budget requests and supporting documentation, distribution of allotments and suballotments among program activities, and interpretation of legal and regulatory requirements governing the purposes for which funds in the budget may be used).  Typically, the employee has extensive contacts with program managers and staff personnel for the purpose of consolidating requests/information into one complete budget request covering assigned organizations/programs.
Factor 8, Physical Demands





Level 8-1
  5 Points

The work is primarily sedentary.  Some walking and standing may occur in the course of a normal workday in connection with travel to and from meetings and conferences.  May carry light items, such as reports, data products, and notebooks.  No special physical ability is required.
Factor 9, Work Environment





Level 9-1

  5 Points

Work is performed in adequately lighted, heated, and ventilated office setting and includes an array of risks and discomforts normally found in offices and conference rooms.  The employee observes normal safety precautions when working in and traveling away from the work site.
__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  Safeguards classified or sensitive budget-related information and/or files.

2.  May be required to travel on military or commercial aircraft to attend conferences and meetings.

__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  OPM Job Family Position Classification Standards for Professional and Administrative Work in the Accounting and Budget Group,GS-0500, December 2000.

Factor Levels and Points:  1-7/1250; 2-4/450; 3-3/275; 4-4/225/ 5-3/150; 6/7-2B/75; 8-1/5; 9-1/5

GS-11 Point Range:  2355 - 2750

Total Points:  2435

Grade:  GS-11

CLASSIFICATION REMARKS:
NOTE(S) TO USERS: 

1.  Budget analysts at this level are involved with budget work related to the substantive programs of an agency or military installation.  This position covers work that involves responsibility for performance of a wide variety of analytical and technical budget administration functions for both substantive programs and support activities which are funded through 

many separate sources (e.g., appropriations, allotments, reimbursable accounts, and/or transfers of funds between organizations) or involves multi-year budgets.  Programs and funding are unstable and subject to change throughout the budget year, which necessitates making frequent adjustments to budget estimates and conducting partial rebudgeting during the fiscal year.  The work requires the use of knowledge and skill in the application of analytical methods/techniques, such as cost-benefit analysis, planning-programming-budgeting, PERT, and linear programming.

2.  Minor changes, such as adding the skill coding shred RWE (Annual Appropriations Budgeting), may be made to fit local requirements as long as the changes do not affect the classification or staffing patterns of this standard core personnel document SCPD.

__________________________________________________________________________________________________
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