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POSITION DESCRIPTION
Budget Analyst, GS-560-9

Major Duties:

Serves as a senior trainee Budget Analyst. Performs budget analysis including formulation,
justification, presentation, and execution of a program's budget. This work requires knowledge
and skill in the application of related laws, regulations, policies, precedents, methods and
techniques of budgeting.

Performs budget administration functions in the formulation and revision of annual budget
estimates. Formulates and revises the annual budget estimates. Researches, compiles and
summarizes data. Selects and enters budgetary information on a wide variety of related forms,
schedules, and reports. Analyzes the effect of projected cost changes.

Performs budget administration functions in the execution of a program's budget. Monitors,
reviews, and checks requests for allotments of funds from approved operating budgets. Monitors
and tracks obligations and expenditures throughout the execution phase.

Performs other duties as assigned.
FACTOR 1. Knowledge Required. Level 1-6, 950 points

Knowledge of and skill in applying the principles and practices of budget formulation to review,
edit, and consolidate budget estimates and to adjust data in related forms and schedules.

Knowledge of and skill in applying the principles and practices of budget execution to determine
whether obligations, expenditures, and requested allotments are within funding limitations in the
approved budget.

Detailed and practical knowledge of the goals, objectives, workforce composition, work
methods, and functions of activity programs to determine whether requests for funds are proper,
necessary, and timely.

Knowledge of the accounting system and related documents in order to locate and analyze data
pertaining to the budget process.

FACTOR 2. Supervisory Controls. Level 2-3, 275 points
Work assignments involve continuing responsibility for specific areas of the budget.

Assignments are usually accompanied by supervisory instructions concerning budget and
program priorities, objectives, and deadlines. The employee is responsible for independently




planning and carrying out assignments. The employee uses judgment in resolving commonly
encountered work problems, such as choosing analytical methods or provisions of applicable
regulations. The supervisor provides guidance in interpreting and applying new or revised
budget policies and regulations. Work products are reviewed by the supervisor at key stages in
the budget cycle and upon completion for soundness and conformance to budget policy and
requirements. Currently used budgetary methods and practices applied by the employee are
usually not reviewed in detail.

FACTOR 3. Guidelines. Level 3-3, 275 points

Guidelines available and regularly used in the work include budgetary policies, precedents and
regulations. The employee uses judgment in interpreting, adapting, and applying guidelines such
as instructions in budget formulation and execution to the development of budget estimates and
annual work plans for continuing programs and organizations. The employee resolves gaps in
specificity or conflicts in guidelines which are generally consistent with budget and program
objectives.

FACTOR 4. Complexity. Level 4-3, 150 points

The incumbent performs varied assignments which require him/her to apply different unrelated
methods and practices of budgeting. The incumbent compiles, analyzes, and summarizes
budgetary information. Information analyzed pertains to past, present, and future costs to
support objectives of the annual work plan.

FACTOR 5. Scope and Effect. Level 5-3, 150 points

Work involves establishing financial and budgetary goals, timetables, milestones, and other
criteria. Develops applications of a wide range of standardized, widely—accepted budget
regulations, practices, and procedures typical of one or more complete phases of the annual
budget process. Recommendations and technical interpretations affect the amount and
availability of funds for STRICOM programs.

FACTOR 6. Personal Contacts. Level 6-2, 25 points

Contacts are with co-workers within the budget office, accounting personnel, data processing
specialists, major activity directors and program directors. Others who provide information about
the programs and budgets may also be contacted. On occasion the incumbent contacts program
and budget personnel at the MACOM.

FACTOR 7. Purpose of Contacts. Level 7-2, 50 points

The purpose of the contacts is to exchange information about the organization’s functions,
programs, and budget. They also provide technical and regulatory guidance of a factual nature to
.management regarding the formulation of budget estimates and execution of approved budgets.
The employee coordinates funding for program plans and goals with the budget cycle and
financial plans.




FACTOR 8. Physical Demands. Level 8-1, 5 points

The work is sedentary and requires no special physical abilities.

FACTOR 9. Work Environment. Level 9-1, 5 points

The work is performed in an office environment with no unusual risks or discomfort.

Total Points: 1885




NON-CRITICAL ACQUISITION POSITION AMENDMENT TO PD# zyb 18D1 &

“The employee must meet DoD 5000.52-M requirements applicable to the duties of the
position.”



