POSITION:	BUDGET ASSISTANT, GS-561-07  





0  1  2  3  4	1.	Apply knowledge of local and higher headquarters 


		budgetary policies, procedures, formats, techniques, and 


		financial regulations.


0  1  2  3  4	2.	Apply knowledge of accounting terminology, codes,


		structure of accounts, fund citations, etc.


0  1  2  3  4	3.	Reconciles accounts, detects and resolves discrepancies,


		processes corrections and adjustments.


0  1  2  3  4	4.	Prepares worksheets and supporting data for analysis,


		development, comparison, and justification of budget


		estimates.


0  1  2  3  4	5.	Collects data on past experience, extracting applicable cost,


		manpower, and workload data from various sources.


0  1  2  3  4	6.	Reviews purchase requests, personnel and TDY


		actions, and other requests for resources for assigned


		accounts.


0  1  2  3  4	7.	Maintain automated commitment control registers to


		preclude possible violations of applicable status.


0  1  2  3  4	8.	Reports discrepancies and initiates corrective action at detail


		level.


0  1  2  3  4	9.	Reconciles status of obligations and commitments with


		STANFINS data and processes appropriate detail.


0  1  2  3  4	10.	Assists in formulation of budget requirements for assigned


		accounts and subsequent execution of same.


0  1  2  3  4	11.	Assists in formulation of fund requirements for automatic


		reimbursable.


0  1  2  3  4	12.	Receives or initiates Military Interdepartmental Purchase


		Requests (MIPR) as appropriate.


0  1  2  3  4	13.	Prepares journal vouchers to direct DAO as to proper 


		charging of accounts.


0  1  2  3  4	14.	Monitors reimbursable account status and identifies areas


		where adjustment is needed.


0  1  2  3  4	15.	Prepares a variety of periodic and onetime reports


		concerning assigned accounts.


0  1  2  3  4	16.  	Prepares graphs, charts and other portrayals of funds status


		for briefings.


0  1  2  3  4	17.	Operate personal computer software to perform assigned 


		work.





