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Accounting Technician Standard Job #525-06
GS-525-6

A. Major Duties

Typicd, but not dl indusive, duties are illustrated by performance of any combination of the following:

Receives obligating documents such as purchase orders, travel vouchers, requisitions, and
contract documents and reviews same for correct object class and accounting codes, and
program codes making appropriate corrections where required. Maintains subsidiary records
as necessary to track obligating documents.

Inputs data into Agency automated system, anayzes and mani pulates data to prepare ad hoc
reports as may be required to respond to inquiries, and obtains outputs for obligation and fund
status reporting purposes. Reconciles these reports with the reports obtained from the Central
Accounting System (CAS) of the Nationa Finance Center (NFC), and as required, asssts the
fund holder in their review of reports.

Maintains records of fund availability pertinent to each account serviced.

Egtablishes projects, and adjusts cost estimates for recurring charges, e.g. cost of utilities,
rentals, and research support agreements.

Reconciles documents againgt transaction ledgers verifying the completeness and accuracy of
the accounting data and takes corrective action as reguired.

Prepares detalled financiad and summary statements for account holders and furnishes current
fund balance upon demand.

Prepares and maintain subsidiary records as necessary to track complex obligating documents.
Performs other related duties as assigned. These duties may include preparation of travel
documentation including authorization, providing advice to travelers of routine travel maiters,
travel vouchersfor foreign and domestic travel; serving as dternate imprest fund cashier; typing
memas, forms, and charts from handwritten copy into final form.

B. Evaluation Factors

1. Knowledge Required by the Position (FLD 1-4, 550 points)

Knowledge of an extensve body of accounting procedures and techniques required to
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maintain agroup of operating accounts, within an accounting system that has an
extensve account structure.

Knowledge of Agency accounting terminology, policies, procedures, regulations,
documents, and account structures.

Knowledge of the automated system, fiscal account code structure and procedures to
provide ad hoc one-time reports and provide account information.

Ability to andyze numerous accounts and determine the need for and the type of
adjustments necessary to reconcile and balance the accounts.

Ability to operate a computer keyboard in order to input accounting data into the
Agency system and prepare reports.

2. Supervisory Controls (FLD 2-3, 275 points)

Work is assigned by the supervisor with standing instruction on objectives, priorities,
and deadlines. The incumbent carries out daily work assignments independently, uses
accepted practices or procedures to resolve minor problems and deviation, and seeks
guidance in resolving mgor problems from the supervisor or higher graded employee.
Review of work is accomplished by spot checking for technica soundness and
conformity to Agency policy and requirements.

3. Guidelines (FLD 3-2, 125 points)

Guiddines include Agency regulations and control accounts (CA) procedures, NFC
Procedurd Manud, FMD guidance and directives and generdly accepted accounting
procedures.

The employee must use judgement in selecting and applying guiddines to the various
gtuations and in detecting errors.

4. Complexity (FLD 4-2, 75 points)

Assgnments include avariety of transactions and documents including but not limited to
purchase orders, travel vouchers, requisitions and contract documents.
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Transactions are usudly readily verified and do not present difficulties in identification.
Some charges are split over two or more accounts and contract costs must be carefully
monitored as to estimated costs versus actual costs.

Occasondly incumbent must check severd different sources to resolve errors or
identify documents.

Scope and Effect (FLD 5-2, 75 points)

The purpose of the work isto track obligations and commitments againgt fund
availability and thus to provide a mechanism for the manager to control his’her funds
and to provide fund status information on which funding and program decisons can be
made.

Work affects the accuracy, timely submission, adequacy, and acceptability of
accounting and budget support covering the program and administrative activities
conducted by the organization. Work aso affects the timely availability of fundsto
continue the conduct of misson-oriented functionsin afield location.

Personal Contacts (FLD 6-2, 25 points)

Contacts are with employees within the immediate organization, employees within the
Agency serviced by the incumbent, Administrative and Financid Management
employees, and the National Finance Center.

Purpose of Contacts (FLD 7-1, 20 points)
Contacts are for the purpose of recelving or furnishing accounting information on satus
of funds and to resolve or clarify problems. Further, contacts are made for correcting
errors in the accounting system.

Physical Demands (FLD 8-1, 5 points)

Thework is primarily sedentary.
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9. Work Environment (FLD 9-1, 5 points)

Thework is performed in an office setting.

C. Other Considerations (Check if applicable)

Supervisory Responsibilities (EEO Statement)

Training Activities - Career Intern, Student Career Experience Program
Motor Vehicle or Commercia Driver's License Required
Pesticide Applicators License Required
Safety/Radiological Safety Collateral Duties

EEO Collateral Duties

Drug Test Required

Vaccine(s) Required

Financial Disclosure Required

Special Physical Requirements/Demands

Other:

— e e
[ S ST S O N By SN Ny S '

Tota Points; 1155
Grade Conversion: GS-6

September 17, 1996



