Acquisition Workforce Demo Project

Position Requirements Document

I.  Organization information:

II.  Position information:  Budget Analysis, NH-0560-II.   

III.  Duties:

At one of the largest field organizations, is responsible for formulating and justifying a segment of the organization budget. OR at a medium to large organization, is responsible for formulating and justifying a major segment of the organization budget or a total budget for one or more funds (i.e., O&M, DBOF, revolving, investment, FMS, etc.).  Objectives, work processes, staffing needs, and funding requirements change substantially from year to year, requiring considerable rebudgeting throughout the three year budget cycle.

At one of the largest field organizations, is responsible for executing a segment of the organization budget.  OR for a medium to large organization, is responsible for executing a major segment of the organization budget or a total budget for one or more funds (i.e., O&M, DBOF, revolving, investment, FMS, etc.). Identifies and analyzes trends in receipts, obligations, and expenditures.  Monitors budget levels to ensure legal/efficient use of funding.

At one of the largest field organizations, provides financial advisory services for a segment of the organization budget.  OR at a medium to large organization, provides financial advisory services for a major segment of the organization budget or for a total budget for one or more funds (i.e., O&M, DBOF, revolving, investment, FMS, etc.).  Provides the full range of services including financial information, trend analyses, budget guidance, and advice to managers and their staffs.  Information may include detailed procedural guidance on budget submissions, account status, year-end closing procedures, and historical data.

For a small to medium organization, is responsible for total budget operations in support of the overall operations, programs, and projects of the organization.  At a minimum, these responsibilities include formulation of the budget request and execution of the approved annual operating budget for the organization.  Performs a wide range of analytical, technical, and advisory functions related to the budgetary process.  Is recognized as the top technical authority on matters of budgetary policy, law, and regulation for the organization.

IV.  Factors:

Factor: 

1. - Problem Solving 

Level II.   

Work is timely, efficient, and of acceptable quality.  Completed work meets project/program objectives.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Plans and conducts administrative activities for projects.  Develops, modifies, and/or applies rules, procedures, or operations to resolve problems of moderate complexity/difficulty.  Independently plans and executes assignments; resolves problems and handles deviations.  Identifies and adapts guidelines for new or unusual situations.

Factor:

2. - Teamwork/Cooperation
Level II.   

Work is timely, efficient, and of acceptable quality.  Personal and organizational interactions exhibit and foster cooperation and teamwork.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Works with others to accomplish tasks.  Resolves administrative problems; facilitates cooperative interactions with others.  Guides others and coordinates activities in support of team goals.  Proactively functions as an integral part of the team.

Factor:

3. - Customer Relations

Level II.   

Work is timely, efficient, and of acceptable quality.  Personal and organizational interactions enhance customer relations and active promote rapport with customers.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Guides the administrative efforts of individuals or team members as they interact with customers.  Independently interacts with customers to understand customer needs/expectations.  Interacts independently with customers to communicate information and coordinate actions.  

Factor: 

4. - Leadership/Supervision
Level II.   

Work is timely, efficient, and of acceptable quality.  Leadership and/or supervision effectively promote commitment to mission accomplishment.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Actively contributes as team member or leader; takes initiative to accomplish assigned projects.  Guides others in accomplishing projects.  Coordinates appropriately with others to complete tasks within established guidelines.  Identifies and pursues individual/team developmental opportunities.

Factor:

 5. – Communication
Level II.   

Work is timely, efficient, and of acceptable quality.  Communications are clear, concise, and at appropriate level.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Interprets and communicates administrative procedures within immediate organization.  Prepares, coordinates, and consolidates documents, reports, or briefings.  Communicates/presents internal administrative/functional procedures and tasks internally and externally.

Factor: 

6. - Resource Management

Level II.   

Work is timely, efficient, and of acceptable quality.  Resources are utilized effectively to accomplish mission.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Identifies and uses resources to accomplish projects.  Plans resources to achieve project schedules.  Effectively accomplishes projects within established resource guidelines.

VI.   Staffing KSA's

Ability to communicate orally

Ability to communicate in writing

Knowledge of automated data processing concepts, systems capabilities, and economic usage to effectively complete assignments 

Knowledge of goals, resources, objectives, organizations, functions, and sources pertinent to the program(s) and the organizations studied or served, and related customers, functions, resources, and users

Ability to advise others

(THIS KSA REQUIRES EDITING FOR SPECIFIC FUNDS) Knowledge of budgeting for the following specific funds, Operations & Maintenance, DBOF/DRIS, revolving, investment, Foreign Military Sales, etc.

Knowledge of single-year appropriations and their characteristics, uses, applications and structure (e.g., O&M, military/civilian personnel, family housing, Base Operating Supply System)

Knowledge of policies, processes, procedures, and regulations governing budgetary processes

Knowledge of the DoD Planning, Programming, and Budgeting Systems (PPBS), its process, products, terminology, and guidance documents (e.g., Program Objective Memorandum (POM), Five Year Defense Plan (FYDP), Defense Guidance, Joint Strategic Planning Systems)

Ability to formulate and justify assigned budget

Ability to execute assigned budget

Knowledge of agency/OSD/OMB pricing policies, procedures, and objectives in order to establish, monitor, and justify standard prices which are billed to the customer

Ability to conduct studies, analyze data, develop alternatives, and make recommendations to resolve budget problems
