DEPARTMENT OF THE ARMY

OFFICE OF THE ASSISTANT SECRETARY

MANPOWER AND RESERVE AFFAIRS

SOUTHEAST CIVILIAN PERSONNEL OPERATIONS CENTER

MELOY HALL, BUILDING 6

FORT BENNING, GEORGIA  31905

INTERNAL RECRUITMENT NOTICE NUMBER (IRN): AR-00-094   

OPENING DATE:  06 April 2000



           CLOSING DATE:  19 April 2000

POSITION TITLE/SERIES/GRADE:  ACCOUNTANT, GS-0510-11 

SALARY:  $41,834  -  $54,385 PER ANNUM

DUTY LOCATION:  US Army ROTC Cadet Command, Reserve Management Directorate, Program and Budget Division, Fort Monroe, Virginia 

A.   AREA OF CONSIDERATION:  Applications will be accepted from Current Federal Career and Career Conditional employees serviced by Fort Monroe and Fort Eustis CPACs, Cadet Command Regions (Bragg, Knox, Lewis) and DFAS OPLOC Norfolk and other DFAS activities within the commuting area.

B.   SPECIAL NOTES:  (1) Permanent Change of Station (PCS) expenses will not be authorized. (2) If qualified based on education, applicant must submit an official transcript. 

C.   CONDITION OF EMPLOYMENT:   Direct Deposit/Electronic Funds transfer (DD/EFT) is the standard method of salary payment for DoD Civilians and you will be required to elect DD/EFT if you are selected under this announcement.  A waiver may be requested to alleviate financial hardship. 

D.  DUTIES: Performs professional accounting work within the Program and Budget Division. Using professional accounting knowledges, the accountant administers accounting systems to manage appropriated funds for the organization(s) serviced. Conducts day-to-day operations. Oversees the entry of data and/or updates the proper accounts by posting the various ledgers and records. Advises managers on program/changing program operations and/or the financial health of the activity as revealed by accounting data trends and reports. Provides reports and seeks solutions to problems that are applicable to the Program and Budget Division. Identifies, researches, studies, and seeks solutions to a variety of accounting problems. Works with system accountants in designing and installing systems as the need arises. Assists in determining how the account structure within the system should be developed and/or modified to better reflect the nature of transactions, their effect on financial conditions, and their management implications.


E.   MINIMUM QUALIFICATION REQUIREMENTS: The following summarizes the qualification standard for 

this position found in the operating manual, which is published by the Office of Personnel Management.  You may review this operating manual in its entirety by visiting your local Civilian Personnel Advisory Center (CPAC).

BASIC REQUIREMENTS:  

A. Degree:  accounting; or a degree in a related field such as business administration, finance, or public 

administration that included or was supplemented by 24 semester hours in accounting.  The 24 hours may include up to 6 hours of credit in business law.  (The term “accounting” means “accounting and/or auditing” in this standard.  Similarly, “accountant” should be interpreted, generally as, “accountant and/or auditor.”).

OR

B. Combination of education and experience-at least 4 years of experience in accounting, or an equivalent 

combination of accounting experience, college-level education, and training that provided professional accounting knowledge.  The applicant’s background must also include one of the following:

1.  Twenty-four semester hours in accounting or auditing courses of appropriate type and quality.  This can 

include up to 6 hours of business law;

2. A certificate as Certified Public Accountant or a Certified Internal Auditor, obtained through written 

examination; 

OR

3. Completion of the requirements for a degree that included substantial course work in accounting or auditing, 

e.g., 15 semester hours, but that does not fully satisfy the 24-semester-hour requirement of paragraph A, provided that (a) the applicant has successfully worked at the fill performance level in accounting, auditing, or a related field, e.g., valuation engineering or financial institution examining; (b) a panel of at least two higher level professional accountants or auditors has determined that the applicant has demonstrated a good knowledge of accounting and of related and underlying fields that equals in breadth, depth, currency, and level of advancement that which is normally associated with successful completion of the 4-year course of study described in paragraph A; and (c) except for literal nonconformance to the requirement of 24 semester hours in accounting, the applicant’s education, training, and experience fully meet the specified requirements.

SPECIALIZED EXPERIENCE:  In addition to meeting the basic entry qualification requirements, applicants must have one year of specialized experience.  Specialized experience is experience that equipped the applicant with the particular knowledge, skills and abilities to perform successfully the duties of the position.  To be creditable, specialized experience must be equivalent to the GS-09 grade level.

F.   TIME-IN-GRADE REQUIREMENT:  Generally, an employee may be advanced to this position if he/she served for at least 52 weeks in a position at or above the GS-09 level.  No-Appropriated fund service, non General Schedule service, or combination of certain other creditable service may be used to satisfy time-in-grade requirements when appropriate.  Each case will be judged on its own merit.

G.  HOW TO APPLY: Complete the attached Merit Promotion Application. It is the applicant’s responsibility to ensure the entire application is completed.  Applications may be typed or printed clearly in dark ink.  You may attach a maximum two-page resume (optional).  Only the two-page resume will be sent to the selecting official.  The only applicants from whom additional attachments will be accepted are those who are in grade retention or requesting consideration under ICTAP.   Applications with insufficient information to determine qualifications may not be considered.   Applicants not serviced by the Fort Monroe CPAC must submit a copy of an SF50 (Notification of Personnel Action) or other personnel action that reflects their Civil Service status or appointment eligibility.  Applications mailed at government expense will not be accepted.

NOTE:  Application forms and information may be downloaded or printed from ARMY Civilian Personnel on Line (CPOL) at cpol.army.mil. 

AT THIS TIME, THE SECPOC DOES NOT ACCEPT RESUMES BY ELECTONIC MAIL, INCLUDING FACSIMILE (FAX) SUBMISSIONS.   PLEASE FOLLOW THE INSTRUCTION SHOWN IN THE HOW TO APPLY AND WHERE TO APPLY SECTIONS OF THIS ANNOUNCEMENT.

H.  WHERE TO APPLY:  Applications must be received no later than the closing date shown on this Internal Recruitment Notice.   It is your responsibility to assure applications are submitted in a timely manner to meet the deadline.  Applications should be sent to one of the following addresses:

HEADQUARTERS FORT MONROE





CIVILIAN PERSONNEL ADVISORY CENTER


                                                                                

ATTN:  ATZG-CP

BLDG 82 ROOM 450




 

60 INGALLS ROAD           




       

FORT MONROE, VA 23651-1032                                                      

OR

SECPOC

ATTN:  IRN# AR-00-094

MELOY HALL, BUILDING 6, 

ROOM 124, TEAM 5

FORT BENNING, GA  31905

I.  GENERAL INFORMATION:

EMPLOYEES IN RETAINED GRADE STATUS:  In order to receive credit for time-in-grade (TIG) and/or experience in the retained grade position, a copy of the SF50, (Notification of Personnel Action) which granted grade retention status must be submitted with the application package.  Otherwise, credit for TIG and experience will only be granted for the timeframe in which the position was actually held.

SPOUSE PREFERENCE:  Opportunity for placement or promotion to any position(s) covered by this announcement is subject to restrictions imposed by the Department of Defense Priority Placement Program (PPP) and any other type mandatory placement action.  In addition, Military Spouse Preference will be administered in accordance with DoD PPP Operations Manual and DoD Manual 1401.12.  

SURPLUS/DISPLACED FEDERAL EMPLOYEES:  In order to receive special priority consideration under the Interagency Career Transition Assistance Plan (ICTAP), a copy of your RIF separation notice OR Certification of Expected Separation OR other agency certification which identifies you as surplus must be submitted with your application package. To be considered under ICTAP, you must (1) be a surplus or displaced employee who is being (or may be) separated by RIF; (2) have a current performance rating of record of at least Level III; (3) apply for a vacancy at or below the grade level from which you are being (or may be) separated;  (4) Occupy a position in the 

same commuting area of this IRN; (5) file an application for a specific vacancy within the timeframe established by this IRN and , (6) be determined well-qualified for this vacancy. For further information regarding the ICTAP, please contact your current/last servicing civilian personnel representative.

 “DEPARTMENT OF THE ARMY IS AN EQUAL OPPORTUNITY EMPLOYER”

MERIT PROMOTION APPLICATION


POSITION TITLE, SERIES, GRADE:  ACCOUNTANT, GS-0510-11  
Internal Recruitment Number:  AR-00-094 

Applicant’s Name

(Print)_______________________________________________  SSN_______________________________

Current

Position Title___________________________________________ Pay Plan/Series/Grade:________________

Mailing Address                                                                    

(Print)___________________________________________________________________________________

Work #_____________________________________Home #_______________________________________

PRIVACY ACT STATEMENT:  We request your SSN and mailing address under the authority of Executive Order 9397 in order to keep your records straight and allow use of automated referral and applicant notification systems.  As allowed by law or Presidential directive, we use your SSN to seek information about you from previous employers, supervisors, and to verify against your Official Personnel Folder (OPF), etc.  We use your mailing address to send you notification of status of your MPA submissions.  If you do not provide your SSN, we cannot process this Merit Promotion Application.

HOW TO APPLY: Complete the attached Merit Promotion Application. It is the applicant’s responsibility to ensure the entire application is completed.  Applications may be typed or printed clearly in dark ink.  You may attach a maximum two-page resume (optional).   Only the two page resume will be sent to the selecting official.   The only applicants from whom additional attachments will be accepted are those who are in grade retention or requesting consideration under ICTAP.   Applications with insufficient information to determine qualifications may not be considered.  Applications mailed at government expense will not be accepted.  Applicants not serviced by the Fort Monroe CPAC must submit a copy of an SF50 (Notification of Personnel Action) or any other personnel action that reflects their Civil Service Status or appointment eligibility.

If you are selected for this position, the responses you provide on the Merit Promotion Application will be verified.  Such verification will be accomplished before a supervisor’s selection is committed.  Responses that are not substantiated will not be given credit.  Any attempt to exaggerate/conceal/falsify your experience/ education/awards/training can result in your removal from Federal Service or other disciplinary action.

If your resume or application does not provide all the information requested on this form and in the Internal Recruitment Notice, you may lose consideration for a job.

WHERE TO APPLY:  Applications must be received no later than the closing date shown on this Internal Recruitment Notice.   It is your responsibility to assure applications are submitted in a timely  manner to meet the deadline.  Applications should be sent to one of the following addresses:

HEADQUARTERS FORT MONROE





CIVILIAN PERSONNEL ADVISORY CENTER


                                                                                

ATTN:  ATZG-CP

BLDG 82 ROOM 450




 

60 INGALLS ROAD           




       

FORT MONROE, VA 23651-1032                                                      

OR

SECPOC

ATTN:  IRN# AR-00-094
MELOY HALL, BUILDING 6

ROOM 124, TEAM 5

FORT BENNING, GA  31905

PART I.  SELF-RATING.  Part I must be completed by each applicant.  For each Task in Part 1B, circle the level description from the list below that best describes your experience, education and/or training.  For each question in Part 1C, fill in the requested information.

A.     SELECTIVE PLACEMENT FACTOR(S) FOR GS POSITIONS OR SCREEN-OUT ELEMENTS FOR FWS POSITIONS:  None

B.     DESCRIPTION OF EXPERIENCE, EDUCATION, AND/OR TRAINING LEVELS:

        0 -   I have not had experience, education and/or training in performing this task.

        1 -   I have had education or training in performing this task, but have not yet performed it 

 on the job.

        2 -   I have performed this task on the job.  My work on this task was monitored closely by 

 a supervisor or senior employee to ensure compliance with prior procedures.

        3 -   I have performed this task as a regular part of a job.  I have performed it independently 

 and normally without review by a supervisor or senior employee.

        4 -   I am considered an expert in performing this task.  I have supervised performance of 

 this task or am normally the person who is consulted by other workers to assist them in 

 doing this task because of my expertise.

LEVELS:          TASKS: 

0 1 2 3 4      1.  
Analyze correctness of accounting transactions. 

0 1 2 3 4      2.
Query and interpret data in STARFIARS/STANFINS/SARSS document history files.

0 1 2 3 4      3.
Determine validity of unliquidated obligations.

0 1 2 3 4      4.
Research accounting policy questions.

0 1 2 3 4      5.  
Develop local guidance on accounting procedures/processes/policy.

0 1 2 3 4      6.
Analyze accounting guidance and directives from higher headquarters and disseminate to all affected organizational elements.

0 1 2 3 4      7.
Conduct joint reviews of unliquidated obligations for assigned areas of responsibility.

0 1 2 3 4      8.
Prepare, consolidate, and coordinate a variety of managerial accounting reports.

0 1 2 3 4      9.
Recommend changes to financial procedures/processes to improve overall process.

0 1 2 3 4    10.      Present briefings to supervisor and managers.

0 1 2 3 4    11.      Interpret regulations and other guidance governing accounting requirements and apply 

                             same in accomplishing job responsibility.

0 1 2 3 4    12.      Prepare trend analyses, determine causes, and recommend corrective action.

0 1 2 3 4    13.      Identifies, develops, and implements accounting system changes.

0 1 2 3 4    14.      Formats reports to satisfy management’s information requirements.

0 1 2 3 4    15.      Determines the effects of financial accounting transactions on operations.

C.  PERFORMANCE APPRAISAL RATING AND AWARDS.

1.   My last official performance appraisal rating is dated ______________________and the rating level was ____________________________.

2.  I have also received awards which further substantiate the level ratings I circled.  Awards and dates received are as follows:

____________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

PART II.  SELF-CERTIFICATION OF QUALIFICATIONS  MUST BE COMPLETED BY EACH APPLICANT.  Please review the  Minimum Qualification Requirements/Time in Grade Requirements in the IRN before responding in the following sections:

A.       TIME-IN-GRADE.  As described in the IRN, I satisfy time-in-grade requirements based on previous Appropriated Fund/NAF/or equivalent service:

Grade________From(Yr/Mo/Day)_________To (Yr/Mo/Day)___________(Permanent____ Temporary___)

Grade________From(Yr/Mo/Day)_________To (Yr/Mo/Day)___________(Permanent____ Temporary___)

Grade________From(Yr/Mo/Day)_________To (Yr/Mo/Day)___________(Permanent____ Temporary___)

B. MINIMUM QUALIFICATION REQUIREMENTS:

I meet minimum qualification requirements described in the IRN based on experience  YES____ NO____
C.      OTHER:
  1.   I have attached a maximum two-page resume.   YES ______      NO _______

2.   The following section(s) describes my specialized experience and/or education related to this position.  I understand that this information may be used to determine if I meet basic qualification requirements and will be provided to the selecting official for candidates who are to be referred.  I further understand that  if I am tentatively selected for this position, this experience and/or education may be subject to verification.

FROM/TO    POSITION SERIES/TITLE, GRADE, LOCATION                             SUPV’S NAME/PHONE NO.

________________________________________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________

3.   RELATED EDUCATION ABOVE HIGH SCHOOL LEVEL (PLEASE IDENTIFY UNDERGRADUATE STUDY SEPARATELY). Information provided below must be documented on a transcript.

Credit Hours Completed______________(Semester/Quarter- Please circle)

Degree(s) Received__________________ Yr Rec’d________ Major_________________

Name of School________________________________ Location____________________

RELATED TRAINING AND DATE COMPLETED:

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

PART III.  APPOINTMENT ELIGIBILITY:  (Place X in appropriate block):

____CURRENT FEDERAL CAREER/CAREER-CONDITIONAL EMPLOYEE SERVICED BY FORT 

        MONROE AND FORT EUSTIS  CPACS

____CADET COMMAND REGIONS: BRAGG, KNOX, LEWIS (Please circle one)

____DFAS OPLOC NORFOLK AND OTHER DFAS ACTIVITIES WITHIN THE COMMUTING AREA

I certify that the information I provided on this Merit Promotion Application is true and correct to the best of my knowledge and belief.  I further understand that if my  Merit Promotion Application contains insufficient information to determine qualifications it may not receive consideration. There are no other attachments included with this application except for the (optional ) two page resume or those cited in the  HOW TO APPLY section of this Merit Promotion Application.

APPLICANT’S SIGNATURE_________________________________DATE:___________________

********THIS FORM MAY NOT  BE ALTERED BY THE APPLICANT.********

FOR SECPOC USE ONLY                              

CURSORY REVIEW:

NUMBER OF TASKS:  _______   TOTAL NUMBER OF TASKS 3 POINTS OR HIGHER_____________

MINIMUM ELIGIBILITY REQUIREMENTS MET:  YES/NO

PSS____________________________DATE__________

QUALS/ELIGBILITY VERIFICATION:    YES/NO/NOT APPLICABLE

PSS____________________________DATE__________
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7

