POSITION:	Budget Analyst, GS-0560-09





0  1  2  3  4	1.	Coordinates actions for the development and review of the Command Operating Budget Estimate, Phased Execution Plan, Monthly and Quarterly reviews, Resource Reviews, and Reimbursement Reports, plus other recurring and Special Budget Reports.


0  1  2  3  4	2.	Develops and implements procedures/instructions to be followed by serviced activities in the preparation of budget estimates and justification statements.


0  1  2  3  4	3.	Reviews accounting/budget data for validity, general adequacy and overall coverage of known and anticipated requirements, modified mission changes and past experience.


0  1  2  3  4	4.	Analyzes accounting/budget input to recommend adjustments to organization budget in order to meet requirement within dollar guidance.


0  1  2  3  4	5.	Develops data for use in analyzing and reviewing monthly, quarterly and yearly financial plans.


0  1  2  3  4	6.	Monitors the execution for funding programs.


0  1  2  3  4	7.	Approves and certifies the availability of appropriated funds and monitors fund obligations to insure that neither quarterly allotments or annual funding programs are  over obligated.


0  1  2  3  4	8.	Maintains close coordination with activities to insure the accuracy of commitments and costs for supplies, equipment, contracts, and TDY.


0  1  2  3  4	9.	Knowledge of AMS or EOR cost accounts in order to assure proper costing and fund allocations.


0  1  2  3  4	10.	Knowledge of personnel costing procedure and manpower allocations in order to project labor costs and actual expenditures.


0  1  2  3  4	11.	Knowledge of administrative procedures for maintenance of commitment ledgers, preparation or reports, and other budget-related tasks.


0  1  2  3  4	12.	Provides technical guidance to other budget employees.


0  1  2  3  4	13.	Knowledge of types of funds, accounts and statutory as well as regulatory limitations in order to authorize or deny transfer of funds from one account to another as appropriate.


0  1  2  3  4	14.	Communicates effectively orally and in writing with others. 


0  1  2  3  4	15.	Works independently to plan and accomplish own work as well as work of team members.


0  1  2  3  4	16.	Provides excellent customer service.


0  1  2  3  4	17.	Works under pressure to meet deadlines and suspenses.


0  1  2  3  4	18.    Keeps supervisor informed of work progress and significant developments.


0  1  2  3  4      19.    Provides training/instructions/technical advice to team members.








