POSITION:	BUDGET ASSISTANT, GS-561-05  (0561-05)





0  1  2  3  4	1.	Prepared or assisted in the development of an operating budget.


0  1  2  3  4	2.	Monitors and maintains updates of the Tactical Unit Financial 			Management Information System (TUFMIS)


0  1  2  3  4	3.	Maintains daily ledgers.


0  1  2  3  4	4.	Prepares weekly unit  fund commitment.


0  1  2  3  4	5.	Analyzes request for funds


0  1  2  3  4	6.	Provides information regarding funds status and availability.


0  1  2  3  4	7.	Assists in the preparation of cost analysis.


0  1  2  3  4	8.	Maintains and updates a variety of monthly reports.


0  1  2  3  4	9.	Prepares briefing charts for monthly PBAC.


0  1  2  3  4	10.	Reviews unit input and compiles monthly reports.


0  1  2  3  4	11.	Operates a personal computer.


0  1  2  3  4	12.	Monitors and reports funds usage.


0  1  2  3  4	13.	Tracked and obligated expenditures.








