POSITION:	Budget Analyst, GS-0560-07 inhire to GS-0560-09  (0560-07)





0  1  2  3  4	1.	Serve as budget analyst.


0  1  2  3  4	2.	Prepare detailed analyses and estimates of annual funding needs 


		by gathering, comparing, and collecting information about current 


		and future programs and activities.


0  1  2  3  4	3.	Coordinate and plan budget services for preparation and 


		submission of budget estimates, budget and fiscal reports, analysis 


		and costs.


0  1  2  3  4	4.	Prepare and submit Command Operating Budget Estimate for 


		assigned area.


0  1  2  3  4	5.	Submit information in final form to Comptroller for inclusion in 


		budgeting requests and/or reports to higher headquarters.


0  1  2  3  4	6.	Prepare assigned portion of Program Analysis and Resource 


		Review.


0  1  2  3  4	7.	Develop resource requirements based on mission shortfalls that 


		cannot be performed within funding guidance after application of 


		real growth percentage factor.


0  1  2  3  4	8.	Assess mission capabilities for funds, manpower, and Force 


		Modernization, and other unit actions.


0  1  2  3  4	9.	Tabulate costs of individual projects.


0  1  2  3  4	10.	Monitor and track obligations and expenditures for support 


		functions.


0  1  2  3  4	11.	Ensure obligations and expenditures occur on a timely basis.


0  1  2  3  4	12.	Review and analyze cost and obligation records for validity of cost 


		and cost trends.


0  1  2  3  4	13.	Assess impact of new missions, changed missions, changed 


		workload programs, and 	other problems.


0  1  2  3  4	14.	Monitor equipment TDA changes.


0  1  2  3  4	15.	Certify funds and verify fund availability on various actions.


0  1  2  3  4	16.	Process and submit cost and disbursement documents.


0  1  2  3  4	17.	Coordinate with other staff activities.


0  1  2  3  4	18.	Monitor all personnel actions within area of responsibility including 


		preparation and maintenance of manpower TDA (military and 


		civilian).


0  1  2  3  4	19.	Attend and conduct meetings for resolution of budget, cost 


		accounting, and personnel problems.


0  1  2  3  4	20.	Prepare Commercial Activity cost studies.


0  1  2  3  4	21.	Familiar with the principals and practices of budget formulation.


0  1  2  3  4	22.	Familiar with Commercial Activities guidelines.


0  1  2  3  4	23.	Familiar with civilian personnel and TDA procedures.


0  1  2  3  4	24.	Familiar with basic skills to enter and retrieve budget data on a 


		computer.


0  1  2  3  4	25.	Familiar with automated systems such as SAILS, STANFIN, and 


		STARCIPS.














