STANDARD CORE PERSONNEL DOCUMENT                                                                                Number: 9G256

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G256
SUPV LEVEL CODE:
8
COMP LEVEL CODE:
O21A
TARGET GRADE:
05
FLSA:
Non-Exempt
JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:
See Notes to Users
__________________________________________________________________________________________________
CLASSIFICATION:  Accounting Technician, GS-0525-05

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

1ST SKILL CODE:
100%
BAW1CR
Accounting Technician/Civilian Pay 

2ND SKILL CODE:

3RD SKILL CODE:

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 07/15/98

CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.

________________________________________________________           _________________

CLASSIFIER’S SIGNATURE


                   DATE

__________________________________________________________________________________________________

SUPERVISOR’S CERTIFICATION:  I certify that this SCPD is an accurate statement of the major duties, knowledges, skills, and abilities, responsibilities, physical and performance requirements of this position and its organizational relationships.  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 relating to appointment and payment of public funds and that false or misleading statements may constitute violations of such statutes or their implementing regulations.

________________________________________________________           _________________

SUPERVISOR’S SIGNATURE


                   DATE

__________________________________________________________________________________________________
PERFORMANCE PLAN CERTIFICATION:
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Date

Reviewer

Date

Employee*

Date


*Signature acknowledges receipt.  It does not indicate agreement/disagreement.

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:  

The primary purpose of this position is:  To perform a full range of accounting technician duties related to civilian pay and covering variety of standardized and recurring accounting documents and transactions and some nonstandardized transactions covering various accounting functions (i.e., classifying, maintaining, examining, and closing of accounts).  Serves as a liaison between base activities and Defense Finance and Accounting Service (DFAS).
The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:
The organizational goals or objectives of this position are:
__________________________________________________________________________________________________

DUTY 1:








%
Critical



Processes various routine accounting technician actions related to civilian pay.  Resolves payroll questions/problems with local employees and the DFAS office.  Ensures the technical accuracy of all time, leave and pay coding, and computations.  Inputs, updates, and verifies master pay records within the automated data system.  Reviews and monitors automatic data systems listings.  Serves as liaison between the base activities/employees and the appropriate DFAS office. 

STANDARDS:

A.  Typically provides appropriate and timely assistance to employees on payroll matters.

B.  Ordinarily verifies accuracy and completeness of civilian pay data within established time frames.

KSA:  1, 2, 3, 4, 5
__________________________________________________________________________________________________

DUTY 2:









%
Critical



Receives, reviews, and classifies a variety of standardized and recurring accounting documents/transactions and some nonstandardized transactions in support of civilian pay accounts.  Independently processes recurring accounting documents and transactions that use different and unrelated processes, procedures, or methods (i.e., transactions are not completely standardized, deadlines are continually changing, or transactions are interrelated with other systems and require extensive coordination with other personnel) based on general standing instructions regarding what needs to be done, applicable policies, data and information required, and priority of assignments and deadlines.  Determines the accounts involved and the required debit and credit entries.  Determines appropriate accounting transaction code and ensures that sufficient funds have been obligated and totals are correct.  Communicates with submitting activity to resolve questions on data submitted.  Reviews files to ensure actions meet suspense dates.  Follows-up on unpaid documents when suspense dates are exceeded.

STANDARDS:
A.  With few exceptions, correctly verifies accuracy and completeness of accounting data within established time frames.  

B.  Almost always, accurately codes accounting transactions in accordance with established procedures and guidelines.

KSA:  1, 2, 3, 4, 5
__________________________________________________________________________________________________
DUTY 3:









%
Critical



Verifies, maintains, and reconciles account balances using different established procedures.  Reviews posting to accounts in the applicable accounting system for civilian pay to ensure all entries balance and are valid.  Reviews accounts for fund availability and obligates necessary dollar amounts.  Utilizes documents and computer output products to ensure daily, mid-month, and end-of-month financial updates have occurred.  Verifies, balances, and reconciles supporting documentation files with listings and interrelated reports so that balances are in agreement with the reconciliation period.  Researches records, reports, and/or schedules to identify discrepancies among accounts.  Determines and makes necessary adjustments.  Prepares worksheets reflecting discrepancies.  Assembles information from various records/reports to prepare, validate, and reconcile; and releases obligation data to DFAS.

STANDARDS:
A.  Routinely monitors fund balances systematically ensuring there are no violations of public law.

B.  Typically prepares worksheets reflecting discrepancies and takes prompt corrective action.

C.  Normally prepares and releases accurate information for DFAS within allowable time frames.

KSA:  1, 2, 3, 4, 5
____________________________________________________________________________________________
DUTY 4:








%
Critical



Closes accounts and prepares financial documents (e.g., work papers, balance sheets, financial statements, etc.).  Closes accounts applying knowledge and understanding of standardized and established accounting procedures and techniques.  Abstracts data to reflect financial condition and operating results, and presents data in the form of prescribed statements/reports.

STANDARDS:
A.  With few exceptions, appropriately closes accounts and prepares financial documents in an accurate and timely manner.

B.  Almost always, effectively abstracts and presents data in a timely manner.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________
DUTY 5:








%
Critical



Provides customer service for vendors, resource advisors, financial analysts, and other external and internal customers.  Checks records/files and automated accounting systems on status of payments and payment dates, and follows up with the DFAS operation location (OPLOC) as necessary.  Responds to customer inquiries, either orally or in writing.  Provides information on specific accounting transactions as well as explanation on accounting procedures.  Researches and resolves a variety of recurring problems, referring situations not covered by instructions or precedents to supervisor or appropriate party for resolution.

STANDARDS:
A.  With rare exception, consistently furnishes accurate and courteous responses to customers.
B.  Regularly follows up with OPLOC on status of payments in a timely manner.

C.  Ordinarily researches and resolves recurring problems in an effective and timely manner. 

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of a body of standardized regulations, requirements, procedures, and operations associated with clerical and technical duties related to accounting support functions (i.e., classifying, maintaining, reconciling, examining, and closing accounts) for civilian pay.

2.  Knowledge of accounting files, listings, and document control systems as well as the relationships between accounts and the effect of debit and credit entries on the accounts and systems.

3.  Knowledge of an automated accounting system sufficient to input a range of standard information or adjustments, understand recurring error reports and take corrective action, and generate a variety of standard reports for civilian pay. 

4.  Skill in operating a calculator and utilizing a keyboard to access or locate information through the use of a personal computer or terminal.

5.  Ability to communicate effectively, both orally and in writing.

_________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-3
350 Points

-- Knowledge of standardized accounting regulations, requirements, procedures, and operations to classify accounting transactions and maintain, examine, and reconcile accounts and accounting records for civilian pay in assigned accounting support function.

-- Knowledge of accounting files, listings, and document control systems as well as the relationships between accounts and the effect of debit and credit entries on the accounts and systems.

-- Knowledge of the structure and content of accounting related documents to investigate or resolve routine or recurring discrepancies and check documents for adequacy.

-- Knowledge of agency accounting policies, procedures, and regulations. 
-- Knowledge of automated accounting systems to input a range of standard information or adjustments, understand recurring error reports and take corrective action, and generate a variety of standard reports.

-- Ability to locate and apply reference material to find procedures applicable to specific transactions. 

Factor 2, Supervisory Controls





Level 2-2
125 Points

The supervisor or other designated employee provides general standing instructions on recurring assignments by indicating what is to be done; applicable policies, procedures, and methods to follow; data and information required; quality and quantity of work expected; priority of assignments; and deadlines.  Employee uses initiative to perform recurring assignments but refers situations not covered by instructions or precedents to the supervisor for decision or help.  The supervisor reviews recurring assignments through quality control procedures and may spot-check selected work products to ensure that finished work and methods used are technically accurate and in compliance with established instructions, methods, procedures, and deadlines.  New, difficult, or unusual assignments are usually checked in more detail to determine the instructions were carried out correctly. 

Factor 3, Guidelines






Level 3-2
125 Points

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.  There may be some omissions in guidelines, and the employee is expected to use some judgment and initiative to handle aspects of the work not completely covered.  In locating, selecting, and applying the most appropriate instructions, references, or procedures, the employee may make minor deviations in guidelines to adapt to specific cases.  The employee refers situations in which the existing guidelines cannot be applied or significant deviations must be made to the supervisor or designated employee.

Factor 4, Complexity






Level 4-3
150 Points

The work involves performing various accounting support related duties or tasks that use different and unrelated processes, procedures, or methods (e.g., transactions are not completely standardized; deadlines are continually changing; functions assigned are relatively broad and varied; or transactions are interrelated with other systems and require extensive coordination with other personnel).  The employee decides what needs to be done by identifying the nature of the problem, question, or issue; determining the need for and obtaining additional information through oral or written contacts; or by reviewing regulations and manuals.  The employee may have to consider previous actions and understand how these actions differ from or are similar to the situation/problem at hand before deciding on an approach.  The employee uses different established procedures to review and reconcile various accounting documents and records and resolve a variety of problems through coordination with employees, base activities, and DFAS.  The employee makes recommendations or takes actions (e.g., initiates necessary adjustment to ensure that accounts balance, verifies factual data, etc.) 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





Level 5-2
75 Points

The purpose of the work is to apply specific rules, regulations, or procedures to maintain, balance, reconcile accounts and records, and prepare standard reports and analyses.  Reports and analyses prepared are used directly by other accounting units and/or work of other activities/organizations for projecting, planning, and controlling costs.

Factor 6, Personal Contacts





Level/Points (see Factor 7)

Contacts are normally with agency employees outside the immediate organization who are engaged in a variety of different functions, missions, or kinds of work.  Contacts may be with accounting, budget, or operating personnel of other agencies or with members of the general public.

Factor 7, Purpose of Contacts





Level 6/7-2b
75 Points

The purpose of the contacts is to plan and coordinate actions to correct or prevent errors, delays, or other complications occurring during the transaction cycle.  This may involve obtaining a customer’s cooperation in submitting paperwork or other information, requesting other personnel to correct errors in documentation or data entry, or assisting others in locating information.
Factor 8, Physical Demands





Level 8-1
5 Points

The work is primarily sedentary with some carrying of computer reports, boxes, and ledgers.

Factor 9, Work Environment





Level 9-1

5 Points

The employee works in an adequately lighted and ventilated office environment.  Observes normal safety precautions.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
__________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  US OPM Job Family Standard for Clerical and Technical Accounting and Budget Work, GS-0500, HRCD-4 dated December 1997.

FACTOR LEVELS AND POINTS:  1-3/350, 2-2/125, 3-2/125, 4-3/150, 5-2/75, 6&7-2b/75, 8-1/05, 9-1/05

GS-05 Point Range:  855 - 1100

Total Points:  910

Grade:  GS-05

CLASSIFICATION REMARKS:  
Final Classification:  Accounting Technician, GS-0525-05

NOTE(S) TO USERS:  

1.  Minor changes, such as adding the skills code shred ACF (Accounts Control) or an additional skills code BAWCPX (Accounting Technician/Data Systems Support), may be made to fit local requirements as long as the changes do not affect the classification or recruitment/staffing patterns of this SCPD.  
2.  Typing and computer operation are performed; however, a qualified typist is not required.

3.  SCPD was updated 1/06/03.  The following updates were made:

Updated SCPD developed and classified office symbol to HQ AFPC/DPCMC.

Non-critical duties were changed to critical duties.

*Performance standards were changed, as needed, from absolute to non-absolute.

*Performance standards may be edited locally but changes must be in accordance with appropriate appraisal guidance.  Absolute performance standards are acceptable only in cases where a single failure would result in loss of life, injury, breach of national security, or great monetary loss.

__________________________________________________________________________________________________
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