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PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:
The primary purpose of this position is:  To serve as a budget analyst performing day-to-day control and management  involving the formulation, execution, and/or analysis of the organization’s budget and funding requirements.

The organizational location of this position is:
__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:
__________________________________________________________________________________________________

DUTY 1:








%
Critical

Serves as the functional point of contact for day-to-day budget/financial issues.  Works with MAJCOM and budget office counterparts to obtain, monitor, and track organization’s funds.  Works closely with supervisors/managers and/or project managers in utilization of resources, resolving problems, and determining funding/resource requirements. Compiles findings and makes recommendations for development and implementation of procedures for financial management and budgeting functions in support of organizational programs/activities.  Participates as a member of the Financial Working Group (FWG), making recommendations on funded and unfunded priorities, prepares justifications, and defending requirements.  Attends the Financial Management Board as required.

STANDARDS:
A.  Almost without fail accurately and timely provides thorough funding requirements and sound financial guidance that is responsive to the needs of organization’s staff and programs.  

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________

DUTY 2:








%
Critical

Performs budget formulation work involving review and preparation of budget estimates and financial plans. Reviews and analyzes budget requests submitted by organizational activities to ensure their consistency, accuracy, and adherence to instructions.  Researches, consolidates, and summarizes budgetary data from source documents, automated budgetary systems, accounting records, and reports for use in preparing budget estimates and annual financial plans.  Interprets source information and properly 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 forecast annual funding needs.  Analyzes data for prior, current, and out year in preparing financial plans.  Develops consolidated budget, and reviews and drafts statements for justifying funding requests.  Reviews budget submissions for compliance with rules, regulations, and procedures.
STANDARDS:
A.  Normally compiles, consolidates, interprets, and summarizes budgetary data for preparation of budget estimates accurately and in a timely manner.

B.  Typically  thoroughly reviews historical data to determine spending trends and forecast annual funding needs.

C.  Normally prepares budget estimates and financial plans in accordance with prescribed procedures and regulations and in a timely manner.

KSA:  1, 2, 3, 4

__________________________________________________________________________________________________

DUTY 3:








%
Critical

Performs budget execution and administration work involving the monitoring of obligations incurred and the actual expenditures of funds.  Monitors, tracks, and reviews obligations, expenditures, reimbursable orders, and requests for allotments, identifying and reporting differences that are not in keeping with annual work plans.  Compares obligations and expenditures and identifies conditions over or under obligation of funds.  Prepares and conducts reprogramming and adjustments of funding to cover short falls, unanticipated expenses, and/or unexpected emergencies, identifying and referring 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.  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.  Monitors 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 for proper purposes in accordance with annual work plans and budget schedules.

B.  Typically accurately identifies conditions of over or under obligation of funds and promptly takes action or makes sound recommendations for appropriate reprogramming. 

C.  Normally prepares required forms, schedules, and reports in accordance with established procedures and guidelines and in a timely manner.

KSA:  1, 2, 3, 4

__________________________________________________________________________________________________

DUTY 4:








%
Critical

Provides advice, assistance, and guidance on budgeting and related information and conducts analyses, reviews and special studies of budget and/or related information.  Provides advice on budget and related matters such as types of funding available, effects of budgetary changes on related activities, and status and use of funds.  Compiles, prepares, and conveys information about the budget and programs of the organization.  Prepares guidance and/or interpretation of standard procedures and regulations relating to the organization’s budget and financial procedures/processes.  Conducts budget-related training of organizational personnel on budget processes, procedures, requirements, etc. Researches and analyzes available factual information, trends in the cost of accomplishing specific work objectives, and/or relationships among organizational needs/objectives.  Evaluates results for possible effect on program plans and funding.  Conducts special studies of financial program and funding requirements to ensure the availability of funds.  Utilizes common budgetary methods and techniques, applies basic statistical formulas, and contrasts/compares current and historical budget and program data in conducting analyses and studies.

STANDARDS:

A.  Typically provides prompt and accurate advice and prepares guidance on budget and budget-related matters.

B.  Normally provides clear, easily understood budgeting assistance and training that is responsive to the needs of the organization and managers.

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

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________

DUTY 5:








%
Critical

Uses budgetary and other automated system(s) and computer-generated products in accomplishing budgeting/funding assignments.  Performs quality checks of organization’s automated system database information, working with appropriate point of contact to resolve 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.  

STANDARDS:
A.  Almost without exception 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 activities/organizations.

2.  Knowledge of automated data processing software programs and capabilities used to accomplish budget/funding tasks.

3.  Skill in gathering, assembling, and analyzing source of factual information, such as that found in accounting reports, payroll records, work reports, or inventory and supply data.

4.  Skill in preparing written forms, schedules, and reports related to the obligation and expenditures of funds.

5.  Ability to make oral presentations on the budget, and conduct budget-related training to a variety of audiences.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required By The Position



Level 1-6
950 Points

-- Knowledge of commonly used budgetary methods, practices, procedures, regulations, precedents, policies, and other AF, MAJCOM, and installation guides which apply to assigned budget accounts (e.g., organizational components, programs, services, object classes, and/or line items) to perform and advise on budget administration tasks and to identify and refer those reprogramming actions which require prior approval to officials at higher echelons.

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

-- Knowledge of sources of factual information about the programs and finances of the organization’s 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 budget formulation processes to forecast annual revenues and expenses of assigned funds and to enter/adjust information in forms and schedules in acceptable budget formats (e.g., showing fund assets and liabilities).

-- Knowledge of budget execution processes and practices to determine whether obligations, expenditures, and requested allotments are within funding limitations in the approved budget.

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

Factor 2, Supervisory Controls





Level 2-3
275 Points

Supervisor provides instructions concerning budget and program priorities, objectives, and deadlines.  The employee independently plans and carries out assignments, choosing analytical methods or provisions of applicable regulations and using judgment in resolving commonly encountered work problems.  The supervisor and/or budget/financial analysts at Comptroller and MAJCOM levels are available for assistance with controversial issues and guidance in interpreting and applying new or revised budget/funding policies and regulations.  Work products are reviewed for meeting suspense dates and milestones in the budget cycle and overall conformance to budget policy and administrative requirements.  Currently used budgetary methods and practices applied by the employee are usually not reviewed in detail.
Factor 3, Guidelines






Level 3-3
275 Points

Guidelines available and regularly used include AF, MAJCOM, and local budgetary regulations, policies, and precedents (e.g., the analysis and formation of budget estimates, requirements for justifications for budget requests or reprogramming actions, methods for analyzing and reporting on obligations and expenditures in approved budgets, or requirements for cost and economic 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 4-3
150 Points

The work involves performing varied duties in the budget process which require the application of different and unrelated methods, practices, and techniques of budgeting.  The employee researches, consolidates, analyzes, and summarizes budgetary information relating to the organization’s budget, that are relatively stable from one year to the next, and throughout the fiscal year.  The employee is responsible for translating organizational needs and objectives, by line item and object class, into budget dollars and funding actions required to accomplish them.  The work requires consideration of program plans; provisions of applicable policies, regulations, and procedures; and alternative methods of obtaining and distributing funds.  The employee identifies, quantifies, and analyzes relationships among organizational needs and objectives, costs, obligations, revenues, expenses, requirements of budgetary guides, and funding information in unrelated documents and reports (e.g., procurement contracts, accounting records, work reports, utility bills, work orders, and customer reimbursements).  Recommendations concerning the approval or disapproval of requests for allotment of funds or actions involving the commitment of funds available in approved operating budgets are based upon factual considerations such as the amount of funds in an account, deadlines integral to the budget cycle, and regulatory and local controls on spending.
Factor 5, Scope and Effect





Level 5-3
150 Points

The work involves the application of a wide range of routine, continuing budget functions involving the formulation, execution, and or analysis of budgets for assigned support activities/organizations.  The employee performs a wide variety of  budget formulation and execution functions, conducts analyses and special studies, provides advice and guidance to managers/supervisors of the organization 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 include personnel inside and outside the immediate organization but within AF.  Contacts are typically with  managers and supervisors, 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 contacts are explicit.  Contacts include informal telephone and face-to-face contacts with employees of other agencies engaged in budgetary functions that affect the budget of the organization and contacts with representatives of private industry in a structured environment.

Purpose of the contacts is for the exchange of information about the organization’s 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 supervisors/manager, program managers, and/or personnel in staff support offices for the purpose of consolidating requests/information into one complete budget request covering the organization’s activities/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.

__________________________________________________________________________________________________

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

Factor Levels and Points:  1-6/950; 2-3/275; 3-3/275; 4-3/150; 5-3/150; 6/7-2B/75; 8-1/5; 9-1/5

GS-09 Point Range:  1855 - 2100

Total Points:  1885

Grade:  GS-09

CLASSIFICATION REMARKS:
Factor Level 1-6 is assigned to this position.  This level is appropriate for full-peformance positions in organizational components below which there are no subordinate functional office.  This position serves as the primary contact for budget and financial matters and is found in an organizational component where there are no subordinate budget offices.  While the work may involve numerous cost centers and several organizational codes, actual funding sources are readily identifiable. The organization, activities, and/or accounts budgeted for are relatively stable from one year to the next, and throughout the fiscal year.  These duties do not meet the intent of Factor Level 1-7 which requires detailed, intensive knowledge of, and skill in applying the policies, precedents, goals, objectives, regulations, and guidelines of a functional area such as financial oversight, budget formulation, and/or budget execution sufficient to analyze and evaluate continual changes in program plans and funding and their effect on financial and budget program milestones or analyze financial and budgetary relationships to develop recommendations for financial and/or budgetary actions under these types of conditions and time pressures:  uncertainty due to short and rapidly changing program and financial/budgetary deadlines and objectives; gaps and conflicts in program and financial/budgetary information, lack of predictive data; conflicting program and financial/budgetary objectives; and/or changing guidelines for the work.  This position does not meet the intent of Factor Level 1-7 and therefore Factor Level 1-6 is assigned.  

NOTE(S) TO USERS:

1. Typically, this position serves as the primary contact for budget and financial matters and is found in an organizational component where there are no subordinate budget offices.  While the work may involve numerous cost centers and several organizational codes, actual funding sources are readily identifiable. The organization, activities, and/or accounts budgeted for are relatively stable from one year to the next, and throughout the fiscal year.

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.

__________________________________________________________________________________________________
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