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CLASSIFICATION:  Accountant, GS-0510-11
DUTY TITLE:  Nonappropriated Funds Financial Analyst (NAFFA)

__________________________________________________________________________________________________

ORG & FUNC CODE:

         CPY
     Comptroller

1ST SKILL CODE:

 90%
         BADPPD
Accountant/Nonappropriated Funds


2ND SKILL CODE:

 10%
         BADRRB   
Accountant/Appropriated Funds
3RD SKILL CODE:


 

 _____________________________________________________________________________

DEVELOPED AND CLASSIFIED BY THE AF SCPD LIBRARY, 04/02/04
CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.
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CLASSIFIER’S SIGNATURE


                   DATE

__________________________________________________________________________________________________

SUPERVISOR’S CERTIFICATION:  I certify that this Standard Core Personnel Document 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.
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                   DATE

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

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:  

The primary purpose of this position is:  To provide professional accounting and financial management oversight and financial analysis to Air Force (AF) Services commanders, managers, the comptroller, and the wing commander.     
The organizational location of this position is:  

__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  To promote sound financial decisions in AF Services activities; enhance their business practices; and preclude fraud, waste, and abuse.

__________________________________________________________________________________________________

DUTY  1:








%
Critical

Performs nonappropriated funds (NAF) financial oversight for the installation financial manager (FM) including professional accounting and audit reviews of AF Services financial programs; prepares a variety of reports and related documents.  Employee plans, sets objectives, and carries out the work to be performed at the installation to ensure compliance with NAF financial management oversight procedures.  Performs monthly financial analysis of all installation NAF financial statements and operating results for the wing commander, comptroller, Services commander, flight chiefs, and activity managers. Compares financial conditions of all installation Nonappropriated Funds Instrumentalities (NAFIs) and their individual cost centers to financial statements, budgets, historical data,  AF standards, MAJCOM goals, and local financial goals.  Researches detailed accounting records.  Working in conjunction with Services managers identifies causes of significant variances between budgeted and actual results and makes recommendations for corrective actions.  Coordinates analysis with the Services commander for review and comment and with the installation FM and Services commander, etc., for signature.  Forwards final analysis to the wing commander, Services commander, and MAJCOM NAF FM.  Provides NAF activity managers with timely statistical data/reports/analysis on sales, revenue, cost of goods trends, labor costs, and other operating expenses that  assist the activity managers in making decisions regarding future operations; identifying weak areas requiring management attention; developing internal controls, and, if necessary, developing Get Well Plans to correct deficiencies.  Reviews Services bingo programs and performs internal financial reviews and special financial studies and analyses, as required.  Reviews appropriated fund (APF) support to Services to ensure the reasonableness, accuracy, and propriety of APF support reports and that Services activities use APFs appropriately.  Reviews two consecutive days’ cashier’s reports for each NAF activity and verifies deposits and general ledger entries.  Ensures appropriate general ledger account codes (GLACs) and cost centers have been used.  Reports findings and recommendations to activity managers, the installation comptroller, and the services commander.  

STANDARDS:
A.  Typically performs financial analyses, reports, and studies correctly and in a timely manner within established reporting requirements.

B.   Almost always ensures accounting documentation/records are adequate and in conformance with generally accepted accounting principles and sound business practices.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________

DUTY  2:








%
Critical

Develops and conducts local internal control reviews (ICRs) of Services NAF activities; conducts higher headquarters developed management control reviews (MCRs); and performs a variety of other oversight tasks related to financial planning and administration of accounting systems covering operations and expenses of supported Services activities.   Determines whether internal controls are in place and functioning properly.  Prepares and maintains supporting workpapers.  Reports significant findings to the Services commander, the installation FM, and possibly to higher levels, Security Police, and others as appropriate.  Makes recommendations on improving internal management controls, policies, and procedures to Services management, the NAF Council, and the Finance Committee.  Follows up on corrective actions to determine whether they satisfactorily resolved deficiencies identified in ICRs, MCRs, and other reviews.  Certifies and coordinates on Services Annual Statement of Assurance based on detailed reviews performed of Services internal accounting management control systems and resulting financial findings. Employs statistical and other sampling techniques to review subsidiary accounts and verifies Services has reconciled them to the general ledger.  Reviews all balance sheet accounts (receivables and payables involving voluminous income and expenses accounts) to include uncollectable accounts, adequacy of collection actions, compliance with policies, and status of allowance for uncollectable accounts and dishonored checks.  Coordinates on annual certification of financial statements and reports any nonconcurrences to the wing commander, installation FM, and Services Squadron commander. Reviews the Lodging Fund’s balance sheet accounts and schedule of aged accounts receivable and reports results and recommendations to the installation comptroller and Services commander.  Conducts reviews of NAF Government Purchase Card program.  Verifies compliance and identifies discrepancies with policies and regulations to the installation FM, Services Squadron commander, and authorities as appropriate.  Monitors all audits and inspections of AF Services activities conducted by Air Force Audit Agency (AFAA), Public Accountant Contract Audit (PACA), Department of Defense (DOD), General Accounting Office (GAO), and AF Inspection Agency.  Works closely with auditors, inspectors, and investigators to explain procedures and processes used by AF Services.  Attends audit inbriefings and outbriefings; evaluates management responses to audit findings and recommendations; tracks corrective action until closed; and coordinates on audit nonconcurrences, tracking them to resolution.  Provides quarterly PACA Audit Status Report to MAJCOM NAF FM. Conducts annual audit of the NAF accounting office’s NAF employee payroll records.  All assignments are performed using generally accepted accounting principles (GAAP). Serves as recorder, and may serve at times as co-chair, of the NAF Council Finance Committee.  May be tasked by MAJCOM to participate in a Staff Assistance Visit to other bases within the command to determine compliance with NAF oversight directives and provide assistance in establishing NAF analysis management programs.

STANDARDS:

A. Typically conducts ICRs, MCRs, and other reviews in accordance with regulatory and other guidance.

B.  Routinely completes input for annual reporting in a timely manner -- no later than 30 days prior to the required NAF management FMFIA certification date.  

C.  Normally thoroughly reviews and closely tracks audits and inspections to ensure timely completion of necessary corrective actions and  prepares and maintains necessary reports with sound recommendations/findings.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________

DUTY 3:








%
Critical

Tests and monitors cash controls to ensure they are functioning properly and coordinates annual impartial inventories.  Reviews cash controls and conducts surprise cash counts in Services installation activities. Verifies activity managers have performed required cash counts.  Reports weaknesses and significant shortages to installation FM, Services Squadron commander, and appropriate authorities as necessary.  Verifies written procedures exist and are available to all personnel authorized to handle cash.  Reviews vending and amusement machine controls, including slot machines, and provides recommendations to resolve identified weaknesses.  Verifies that properly approved waivers support all variances to required cash controls.  Conducts special reviews of cash controls, as necessary.  Provides results of cash control reviews to Services management. Forwards serious discrepancies through the FM to the Services commander and, as necessary, to other appropriate authorities.  Prepares annual schedule for impartial inventories of Services fixed assets, storerooms, Special Morale and Welfare (SM&W) stock, and salable merchandise. Coordinates the schedule with the Services commander.  Ensures personnel assigned to inventory teams are experienced with inventory procedures and independent of the activity being inventoried.  Provides guidance to the inventory team regarding their responsibilities, and obtains inventory results from the team leader.  Ensures identified discrepancies are reported to the appropriate level for corrective action.  Follows up until all required actions have been completed.  

STANDARDS:
A.  Timely conducts almost all reviews in accordance with Air Force Instruction (AFI) 65-107 requirements.

B.  Routinely ensures accounting documentation and records are adequate and conform to generally accepted accounting principles and sound business practices.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________

DUTY 4:








%
Critical

Reviews NAF and APF budgets of all supported Services activities/programs, such as bowling center; child development center; athletic and youth programs; lodging; and officers, collocated, and enlisted clubs.  Evaluates the income and expense budget based on historical data, current trends, economic forecasts, local financial goals, and MAJCOM/Air Force goals and objectives.  Reviews, analyzes and coordinates on the NAF Capital Requirements Budget (NRB).  Verifies that the cash flow projection includes all applicable totals from the NRB.  With the Resource Management Flight Chief (RMFC) and the Services Squadron commander, reviews operations for potential budget adjustments when the projected cash balance is below acceptable AF standard.  Reviews Services appropriated fund (APF) budget to ensure that all operational needs and capital requirements included on the APF budget are authorized to be purchased with APFs.  Performs analyses of budgets and actual expenditures and provides feedback to Services management including addressing issues concerning realistic and meaningful goals.  Coordinates on all budgets before presentation to the NAF Council.
STANDARDS:
A.  Typically reviews and evaluates NAF and APF budgets thoroughly and in a timely manner.

B.  Normally notifies management of any concerns or problems and makes appropriate recommendations.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1   Knowledge of the professional principles, theories, techniques, and practices of generally accepted accounting principles and standards.

2.  Knowledge of laws and regulations governing nonappropriated funds (NAF) and appropriated funds (APF) accounting procedures.

3.  Knowledge of NAF, APF, and common small business practices’ accounting principles and procedures such as payroll, purchases, sales, services.

4.  Ability to gather, assemble, interpret, and analyze financial management information and present it in written reports, statements, and platform briefings.

5.  Ability to use computer operations, electronic communications, spreadsheet analysis, and database creation and utilization to prepare reports, schedules, and statements.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required By The Position



Level 1-7
1250 Points

-- Professional, comprehensive knowledge of and skill in applying accounting theories, practices, methods, and techniques and auditing to independently analyze accounting systems and to modify and adapt conventional accounting and analytical techniques to perform a variety of assignments, solve problems, and to advise managers on accounting and financial matters.

-- Knowledge of accounting automated systems design practices and limitations.  Skill in using computer operations, electronic communications, spreadsheet analysis, and database creation and utilization to prepare reports, schedules, and statements.

-- Knowledge of NAF/APF missions, functions, applicable regulations, and their relationship to other federal activities and private industry to determine the impact of financial transactions on internal and external operations.

-- Skill in analyzing accounting systems or in modifying and adapting conventional accounting and analytical techniques and procedures to solve a variety of accounting problems.

-- Skill in gathering, assembling, consolidating, and analyzing financial data and drawing conclusions.

-- Skill in written and oral communication sufficient to prepare reports and guidance and provide briefings on controversial or complex topics.

-- Ability to establish and maintain effective relationships with and gain the cooperation of various levels of management within the federal and/or private sectors.

-- Ability to resolve complex or controversial issues or problems and provide advice and assistance on matters of equal difficulty.

Factor 2, Supervisory Controls





Level 2-4
450 Points

The employee reports directly to the installation comptroller who assigns responsibility to the incumbent for carrying out the work of the NAF financial management oversight programs.  The employee is fully experienced in applying concepts and methodologies and is knowledgeable in functional program characteristics and requirements. The employee is a technical authority with responsibility for independently planning and carrying out assignments, guiding the work of others, resolving most of the conflicts that arise, coordinating the work with others, interpreting policy and regulatory requirements, developing changes to plans and/or methodology, and providing recommendations for improvements to meet Services objectives and goals.  The employee keeps the installation comptroller informed of progress and potentially controversial matters.  Completed work is reviewed for effectiveness in meeting requirements or expected results, adherence to requirements, and feasibility of recommendations. The installation comptroller normally accepts completed work without review of methods used or making significant changes.  

Factor 3, Guidelines






Level 3-3
275 Points

Guidelines that are available are not completely applicable to some of the work or have gaps in specificity.  Available guidelines, such as Air Force instructions and MAJCOM policies, are fairly comprehensive in defining oversight responsibilities of the employee’s work, but do not include specific details on how to implement all requirements of the guidelines.  Air Force instructions assign responsibility and explain procedures for financial management and operations for all nonappropriated funds.  They cover reviews and analyses that need to be accomplished and identify requirements, approaches, and documentation.  The employee uses judgment (either qualitatively, quantitatively, or both) in interpreting and adapting guidelines and work directions for application to specific local cases or problems. The employee analyzes results and recommends changes.

Factor 4, Complexity






Level 4-4
225 Points

The work involves a wide range of responsible accounting functions, such as analysis and coordination on Services certification of NAF financial statements and annual certification of Services Statements of Assurance; analysis of issues, trends or anomalies in accounting system transactions and their significance to ongoing agency programs or commercial operations; analyzing specific problem areas arising within the accounting system or program operations and devising solutions through accounting system modifications, meeting with and advising agency managers on satisfying regulatory requirements, saving money, reprogramming funds, eliminating waste and fraud, or improving operations; and designing internal controls to track financial records, safeguard assets, and ensure accurate and reliable financial statements and reports.  Provides information on a wide range of financial or compliance issues. Examines, analyzes, and evaluates financial management of each NAF instrumentality.  The work requires the employee to determine the nature and extent of problems encountered, determine non-compliance with directives, develop recommendations to fit the situation, coordinate document flow and data used among a number of organizations, and effectively present alternative solutions to management (which may in some cases be resistant to findings) to improve effectiveness, efficiency, and accountability.

Factor 5, Scope and Effect





Level 5-3
150 Points

The purpose of the work is to independently perform a variety of accounting assignments by applying generally accepted accounting principles (GAAP) and procedures to evaluate, analyze and resolve issues with program operations and accounting.  May frequently involve making recommendations to higher headquarters to modify and improve program operations and accounting. The work involves providing accurate and timely financial data and advice through internal control reviews, budget reviews, inventory reviews, and other financial analyses and audits as well as reporting status, issues, and problems.  The employee’s work effects the efficiency of fund controls, reliability of financial information, availability of accurate accounting data, identification of deficiencies in financial systems operations, adequacy of investigations, and efficiency in the distribution, reallocation, and use of nonappropriated funds.  The work affects operation and management of NAF programs by providing accurate and timely accounting, audit review support, and financial data.

Factor 6/7 Personal Contacts and Purpose of Contacts


Level 6/7-2B
  75 Points

Personal contacts include employees, both inside and outside Services.  The employee’s regular contacts include management officials throughout the Services activities supported, as well as technical personnel/staff in other Comptroller organizations and at MAJCOM.  In addition, the employee  has contacts with the wing commander, Support Group commander, Staff Judge Advocate, Contracting Officer, certified public accountants from the civilian community, and auditors, regarding NAF/APF issues that are a concern of these high level officials, managers and professionals.  Contacts also include NAF Council and Finance Committee members, and Air Staff personnel on occasion. Serves as recorder, and may serve at times as co-chair, of the NAF Council Finance Committee.  Contacts may include officials of professional associations such as American Society of Military Comptrollers and Association of Government Accountants.  The employee represents the supervisor (comptroller) in his/her absence for all NAF related financial matters including (but not limited to) voting at NAF Council and providing advice to the wing commander at financial briefings. 

Purpose of contacts is to plan, coordinate, or conduct accounting assignments, brief issues/status, and obtain information and provide advice to NAF managers and leadership to improve financial performance.  The employee resolves problems related to assigned responsibility, coordinates the technical support of subject-matter experts, answers questions, and clarifies problems.  Though differences of opinion may exist, the persons contacted are usually working toward a common goal and generally are cooperative.

Factor 8, Physical Demands





Level 8-1
5 Points

The work is primarily sedentary.  There may be some walking, standing, bending, or carrying of light items (such as papers, books, or small manuals).  May require extended periods of work at a computer (PC) terminal/station.

Factor 9, Work Environment





Level 9-1

5 Points

The work is usually performed in an office setting.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
Work may occasionally require travel away from the normal duty station on military or commercial aircraft.

__________________________________________________________________________________________________

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDS USED:  OPM Job Family Position Classification Standard (JFPCS) for Professional and Administrative Work in the Accounting and Budget Group, GS-0500, December 2000. OPM Classification Appeal Decision dated 24 May, 1999, decision number C-0501-11-01; OPM Classification Appeal Decision dated 23 Feb, 1996; DoD Civilian Personnel Management Service (CPMS) Classification Appeal Decision dated 9 May 1996, case number 96SMI191; DoD CPMS Classification Appeal Decision dated 7 Feb 1996, case number 95GAR154. (Note: the referenced classification appeal decisions have been reviewed in relation to the December 2000 issuance of the JFPCS for GS-0500 for Professional and Administrative Work; although these predate that issuance, the rationales documented in the decisions remain relevant.)  
Additional Reference Used:  AFI 65-107, Nonappropriated Funds Financial Management Oversight Responsibilities, dated 1 Dec 99.
CLASSIFICATION REMARKS:
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

Final Classification: Accountant, GS-0510-11
NOTES TO USERS:

1.  Minor changes may be made to fit local requirements as long as the changes do not affect the classification or staffing patterns of this SCPD

2.  Headquarters Air Force functional offices are active participants in development of SCPDs and unless there are significant differences in duties and responsibilities, support implementation of SCPDs to all like positions in the Air Force.  SCPDs may be applied once mutually agreed upon by the supervisor and servicing classification specialist. 
3.  This SCPD was updated 04/02/04 at the functional’s request to reflect more current duties and responsibilities.
_______________________________________________________________________________________________
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