STANDARD CORE PERSONNEL DOCUMENT                                                                                            Number: 9G249 

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G249
SUPV LEVEL CODE:
8
COMP LEVEL CODE:
O21A
TARGET GRADE:
07
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-0525-07

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

1ST SKILL CODE:
100%
BAW
Accounting Technician
2ND SKILL CODE:

3RD SKILL CODE:

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 7/15/98

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 duties as senior accounting technician in resolving complex problems, developing and revising accounting procedures, and providing liaison functions between base organizations and the Defense Finance and Accounting Service (DFAS).  Also performs duties involving examination, verification, and maintenance of accounts and accounting data as part of an accounting system. 

The organizational location of this position is:  

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

DUTY 1:








%
Critical



As the senior technician, receives, reviews, and classifies complex transactions where guidelines lack specificity to requirements, circumstances, or problems and/or frequently change.  Utilizes experienced judgment and conducts extensive research to review and process a wide variety of nonstandard transactions for multiple accounts.  Reviews documents to verify accounting data and mathematical accuracy.  Determines necessary accounting transactions and codes.  Enters or directs entry of data into a computerized system or onto required form(s), reviews transactions for validity, corrects or directs correction of invalid or incorrect entries, and reviews the trial balance or summary account.  Troubleshoots nonstandard complaints or discrepancies, provides advice or performs other work that requires authoritative procedural knowledge.  Interprets guidelines, adapts procedures, decides approaches, and resolves specific problems for assignments of a complicating nature (e.g., reconstructing incomplete files/records by identifying sources of information and making working assumptions about what transpired, devising more efficient methods for procedural processing, gathering and organizing information for inquiries, resolving problems referred by others, etc.).

STANDARDS:
A.  On a regular basis, thoroughly reviews documents for mathematical accuracy within appropriate time frames.

B.  Regularly corrects or directs the prompt correction of invalid or incorrect entries.

KSA:  1, 3, 4, 5, 6

__________________________________________________________________________________________________

DUTY 2:








%
Critical



Maintains, reconciles, and closes accounts involving a variety of transactions.  Resolves complex problems encountered by other technicians in maintaining, reconciling, and closing accounts where guidelines are not completely applicable to the work.  Uses judgment to interpret guidelines, adapt procedures, decide approaches, and resolve specific problems.  Certifies fund availability to cover all commitments and obligations, and certifies vouchers for payments in accordance with the Prompt Payment Act.  Utilizes computer listings/printouts in directing and performing research to identify and reflect status of accounts within segment of responsibility.  Closes or directs closing of accounts.  

STANDARDS:
A.  Typically maintains, reconciles, and closes accounts in an effective and timely manner. 

B.  Almost always uses computer listings/printouts to research accounts in a prompt manner.

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

__________________________________________________________________________________________________

DUTY 3:








%
Critical



Analyzes and examines accounting data and accounts to resolve complex, nonstandard transactions, complaints, or discrepancies.  Monitors fund balances and maintains records to ensure funds are managed within allowable constraints and to ensure there are no violations of public law.  Researches current account, previous reports, source documents, etc., to develop accurate and timely information not readily available from previous reports and statements.  Identifies significant changes in account balances and reviews transactions to identify the actions which caused the changes.  Prepares worksheets or reports reflecting the examinations made, discrepancies noted, and the corrective entries required to adjust accounts.  Recommends changes in procedures to reduce errors or processing delays.

STANDARDS:
A.  With rare exception, effectively manages funds to ensure allowable time constraints and regulatory compliance.

B.  Ordinarily takes accurate corrective action to bring reports and listings in balance in a prompt manner.

C.  Normally recommends prompt changes in procedures to prevent errors.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________

DUTY 4:








%
Critical



Prepares reports and performs or oversees other miscellaneous technical tasks in support of the accounting function.  Periodically prepares a wide variety of specialized reports.  Provides detailed interpretations, suggestions for action, and recommendations for improvement.  Researches and devises more efficient methods for procedural processing.  Analyzes results of applying guidelines and recommends changes, such as suggesting specific guidance related to the procedural handling of documents and information.  Assists in the maintenance of Internal Control Program requirements to protect against fraud, waste, and abuse.  Provides advice and guidance to employees and customers and answers technical questions.  

STANDARDS:
A.  With few exceptions, promptly and accurately prepares specialized reports.

B.  Routinely devises or recommends effective changes to improve procedural processes.

C.  Regularly answers questions courteously and accurately and provides information to employees and customers.

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

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of an extensive body of accounting procedures to understand and work with an identifiable segment of an integrated double-entry accounting system.

2.  Knowledge of the Prompt Payment Act as it affects accounts. 

3.  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 system of accounts.

4.  Knowledge of account codes related to an automated system and the requirements for processing transactions in an automated system.

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

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

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-4
550 Points

-- In-depth or broad knowledge of a body of accounting procedures and techniques to understand and work with a total accounting system which involves different programs that generate a large variety of transactions.

-- Knowledge of extensive and diverse accounting regulations, operations, and procedures governing a wide variety of types of related transactions to resolve nonstandard transactions, complaints, or discrepancies; provide advice; or perform other work that requires authoritative procedural knowledge.

-- Knowledge of general ledger and subsidiary accounts in an account structure requiring a number of asset and liability control accounts and considerable subdivision of accounts.

-- Knowledge of and ability to analyze the interrelationship of accounts that are affected by varied transactions to monitor accounts.  

-- Knowledge of the interrelationships of accounts and the effect of debit and credit transactions on the overall system of  ledgers.  

-- Knowledge of accounting terminology and procedures to enter, modify, retrieve, correct, and delete information in a computerized accounting and general ledger system as well as to trace discrepancies and resolve problems.

Factor 2, Supervisory Controls





Level 2-3
275 Points

The supervisor or other designated employee assigns work with standing instructions on objectives, priorities, and deadlines, and provides guidance for unusually involved situations.  The employee independently processes the most difficult procedural and technical tasks or actions and handles problems and deviations in accordance with instructions, policies, previous training, or accepted practices.  The supervisor evaluates completed work for overall technical soundness and conformance to agency policies.  The methods used by the employee in accomplishing the assignment generally are not reviewed in detail.

Factor 3, Guidelines






Level 3-3
275 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 available for doing the work but because of the complicating nature of the assignments, they lack the specificity, frequently change, or are not completely applicable to the work requirements, circumstances, or problems.  For example, when completing a transaction, the employee may have to rely on experienced judgment, rather than guides, to fill in gaps, identify sources of information, and making working assignments about what transpired.  The employee uses judgment to interpret guidelines, adapt procedures, decide approaches, and resolve specific problems.  The incumbent uses judgment to reconstruct incomplete files, devise more efficient methods for procedural processing, or resolve problems referred by others.  The employee analyzes the results of applying guidelines and recommends changes.  These changes may include suggesting specific changes to the guidelines themselves, the development of control mechanisms, additional training for employees, or specific guidance related to the procedural handling of documents and information.

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; resolve a variety of problems through coordination with employees, base activities, and DFAS; and review and reconcile various types of transactions involving multiple funds or a number of different control accounts.  The employee makes recommendations or takes actions (e.g., initiates necessary adjustment to ensure that accounts balance, verifies factual data) based on a case by case review of the pertinent regulations, documents, or issues involved in each assignment or situations.
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 to 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:  1-4/550, 2-3/275, 3-3/275, 4-3/150, 5-2/75, 6&7-2b/75, 8-1/05, 9-1/05

GS-07 Point Range:  1355 - 1600

Total Points:  1410

Grade:  07

CLASSIFICATION REMARKS:  

Final Classification:  Accounting Technician, GS-0525-07
NOTES 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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