Acquiring Exercise 4-1
Use one of the PDs provided below, which you previously classified, to complete a job analysis.  Highlight key tasks or statements that serve to identify the knowledge, skills, and abilities required for the position.
You will have 15 minutes to work through the position description.
Select a spokesperson to represent your group.

Example 1

Budget Analyst, YA-560, Pay Band 2
Location: Field installation

Compiles and summarizes data concerning personnel salaries, contracts and expenses. Performs the formulation of budget estimates based on historical data, projected income, workload, manpower, and resources. Formulates civil and military overhead rates and level of distributions to be made to other organizational operating accounts outside of immediate organization.

Monitors execution of the budget, maintaining control for compliance with various statutory or other limitations. Tracks execution, reviews, analyzes, and reconciles organization's annual operating budget, by subordinate accounts and organizations. Produces and utilizes a variety of miscellaneous reports and analyses to track, monitor and report the status of overhead accounts. At year-end, assures that nominal balances are within tolerance set by the parent command HQ.

Maintains accounts for all budget items including personnel, supplies, communications, and all other expenses. Monitors reports, checks the accuracy of costs charged to the organization and initiates corrections for improper transactions. Prepares statistical reports for Resource Management, Commander, and command HQ briefings. Analyzes cost budgets by organizational element and types of expense for budget execution. Monitors and reports labor, travel, award, training and overtime usage to insure established target limits are not exceeded.

Compares current and historical budget and workload data for the same or closely related programs and activities to discern trends in spending and anticipate needs for funds or reprogramming actions. Reviews requests for allotments of funds from approved operating budgets to assure that funds are being spent for proper purposes in accordance with annual work plans and budget schedules. Certifies the availability of funds and notifies other offices.

Example 2

Budget Analyst, YA-560, Pay Band 2
Location: Medical clinic

Responsible for the formulation, reprogramming, and execution of budgetary objectives for the Clinic. Makes continuous minor and frequent major reprogramming changes. Assesses impact of changes in workload, of assumption of new missions and other developments affecting funding requirements for which existing, standardized resource estimation techniques may not exist. Directs continuing maintenance of accumulative experience data for all activities. Receives requests for changes of apportionment from operating activities together with justification in terms of program fluctuations and changes. Analyzes data, and approves minor reprogramming within prescribed constraints, analyzing costs of other activities to determine where funds can be cut to provide for increases elsewhere. When major reprogramming requirements occur, analyzes data and submits recommendations for forwarding to higher headquarters.

Projects budgetary requirements for selected accounts for the Command Operating Budget (COB) and Midyear Budget Review. Determines estimates for various accounts within totals provided by next higher headquarters. Ensures accuracy of financial records. Compiles and analyzes information prior to completing budget schedules. Reviews and consolidates prepared budget estimates and verifies all levels of budget detail. Assures all elements of COB conform to guidance provided by higher command. Assembles proposed operating budget with summaries for review by local management and governing command. Formulates narrative and quantitative justification for financed and unfinanced resource requirements for the COB and Midyear Budget Review.

Upon receipt of overall budget ceiling, contacts operating activities; furnishes accumulated experience data and limitations and requests anticipated requirements. Reviews and analyzes data submitted; if in excess of funded operating cost figures, determines, by review of experience data, where reductions might be made. Coordinates reprogramming recommendations with activities, considering impact of anticipated new program changes, anticipated reimbursements, increased cost, and increased workload.

Participates in overall financial planning, furnishing recommendations for future plans based on budgetary experience. Maintains contact with all program officers and satellite activities regarding status of funds and to keep apprised of requirements. Maintains liaison with activities providing feeder data for complex budget development to insure timely and accurate reporting of data. As requested, discusses with local Commander or MACOM representatives regarding the feasibility of future budgetary requirements and needs for additional funding.

Example 3

Budget Analyst, YA-560, Pay Band 2
Location: Installation

Serves as the senior budget analyst and technical expert at the installation, responsible for the programming, budgeting, and execution of the installation’s programs and budgets. Ensures that adequate fiscal controls are maintained to minimize the risk of over-obligation or illegal use of appropriated funds.

Responsible for the correct and on-time submission of the installation’s Program Objective Memorandum (POM) to HQDA. Ensures that all schedules are technically correct and prepared consistent with HQDA Program Development Instructions. Ensures that programmatic guidance from the installation leadership is followed. Ensures that programs are internally balanced to the extent possible. Identifies imbalances and mismatches between dollar and manpower guidance. Reviews dollar and program guidance and alerts leadership of potential or actual funding problems. Coordinates the entire POM preparation process with the installation staff, assigning responsibility for schedule preparation to appropriate the installation staff directorates.

Responsible for the correct and on-time submission of the installation's biennial Command Budget Estimate and biennial Resource Management Update. As in program formulation, ensures that all budget schedules are technically correct and prepared in accordance with published budgetary guidance from the Component HQ. Coordinates the input from the various functional areas on the installation staff. Ensures that guidance of the installation leadership is followed. Assists supervisor in resolving disputes among the installation functional proponents.

Responsible for the timely, correct, and legal execution of the current year budget. Establishes processes to adequately monitor installations' and major subordinate activities' budget performance. Plans and conducts the mid-year review, as necessary. Advises supervisor of execution year problems and provides recommendations for fixes. Plans and conducts yearend closeout. Establishes internal controls to minimize the possibility of an over-obligation of funds.


Example 4

Budget Analyst, YA-560, Pay Band 3
Location: Deputy ASA for Resource Analysis (Pentagon), Resources Directorate

Plans, analyzes, formulates, justifies, presents, and executes assigned annual Army Working Capital Fund (AWCF) Supply Management Budgets. AWCF budgets include customer orders, capital purchases, revenues, expense, manpower, and other business parameters related to performance of manufacturing, fabrication, overhaul, repair, supply, storage, base support, and functions for appropriated and other AWCF customers. Carries out special projects, studies, and Congressional interest and classified projects. Provides AWCF input for the annual budget work plans and program budget guidance including schedules for obligation and expenditure of funds to support programs, timetables for allocation and distribution of Army funds, and MACOM employment ceilings. Analyzes, plans, schedules, and coordinates the amount, sequence, and timing of substantial mission programs in all phases of budgeting and executing.

Provides advisory services for the total budget for one or more funds (i.e., O&M, AWCF, revolving, investment, FMS, etc.), a major segment of the agency budget, or the total budget program for a major command that supports overall operations and major national substantive programs or projects. Serves as a financial consultant to management on issues such as: budgeting strategies; financial management tools and products; resource distribution; program priorities; financial forecasts and projections; reprogramming; and development of annual and long-range financial plans.

Establishes the master schedule for logical sequencing and timely accomplishment of the programming and budgeting cycle for one or more funds. Develops the Future Years Defense Plan (FYDP) and its related annexes, and formulates the agency's Budget Estimates Submission (BES) to OSD. Adjusts the BES to reflect OSD/OMB decisions and the President's Budget Submission. Analyzes the budgetary impact of new or revised legislation, policies, and procedures. Develops budget/program processes, procedures and guidance for executing financial management plans and programs. Writes programming and budgeting policy directives, including the agency Financial Management Manual. Responsible for the agency Program Objectives Memorandum (POM) submission. Reviews POM requirements from field activities and functional staff for compliance with DoD guidance.

Evaluates the effect of cost and program changes on the budget execution process. Analyzes data trends, productivity, workload and program accomplishments. Develops projections of program funding requirements, and recommends financial strategies and actions for meeting program requirements.


Example 5

Budget Analyst, YA-560, Pay Band 3
Location: HQ, AMC

Serves as principal Army Material Command (AMC) Budget Analyst with overall responsibilities for the total spectrum of programming and budgeting functions of the complex AMC procurement program for assigned procurement appropriation. Performs all phases of planning, analysis, formulation, justification, presentation, execution and review of the multi-year budget and program for the development, procurement, and modification of every weapon system within the assigned appropriation. Reviews, analyzes, and interprets legislation, appropriation language, and OMB/OSD directives pertaining to assigned command(s). Incumbent must constantly change the programs based upon priorities and objectives of DA, OSD and Congress, because of frequent and unpredicted financial needs and because of lack of stable predictive data based on new or greatly changed projects and priorities.

Provides expert advice and guidance on the interpretation of all aspects of legislation, OMB and other regulatory directives, and procedural requirements for the formulation, justification, presentation and execution of the assigned AMC procurement appropriation. Reviews, studies, and interprets legislation, including preparation of narrative and other statistical justification in support of budget requests, preparation of testimony and/or supporting data for AMC officials scheduled to appear before Congress. Reviews, interprets, and provides guidance on all OMB, OSD, and DA directives and policies.

Prepares the AMC procurement execution plan, and releases the annual procurement program to commands for execution. Maintains continuous contact with commands to ensure program objectives relate to funds available, recommends major reprogramming of funds to AMC commander to ensure adequate and efficient distribution of resources, and informs commands of any potential or immediate change in plans and policies. Evaluates total program execution to detect potential financial problem areas and initiates corrective actions. Prepares and participates in periodic program reviews to determine progress against approved funding, schedules, and objectives.

Determines the impact of the DA programs and budget limitations on future procurement programs and budgets. Plans, develops and coordinates program adjustments required to conform to these limitations.

Performs special assignments that are of major significance in the accomplishment of the AMC portion of the DA procurement mission. Represents AMC at DA and OSD conferences relative to assigned procurement appropriations. Participates in working groups and ad hoc committees as they relate to the incumbent s assigned areas of responsibility.

Example 6

Mechanical Engineer, YD-830, Pay Band 2
Location: Field activity

Prepares and/or reviews complete civil/structural construction cost and quantity estimates for the mechanical area of the design phase for construction of a wide variety of permanent structures, such as large, multi-story buildings, steam plants, and hospitals. Uses basic data derived from drawings, specifications, tentative plans, and other file materials or available sources. Works from descriptions, one-line drawings, or detailed final plans, drawings, and specifications.

Prepares preliminary cost estimates to establish the funds required for a project. Considers factors peculiar to the nature and location of the projects, such as whether international or local contractors and materials will be used, availability, types, and quantities of materials, equipment, and labor, necessary transportation, weather conditions, etc. Analyzes costs to ensure that they are adequate as a basis for requests of funds. Computes indirect costs, applying knowledge gained through experience.

Performs as a Project Cost Estimator on routine projects. Combines the civil/structural cost estimate prepared by the incumbent with the inputs developed by the estimators specializing in other disciplines.

Works with personnel in Technical Management, and Contracting Directorates, and Office of Counsel, in coordinating flow of work, checking data, solving problems concerning costs, and meeting deadlines and work schedules. Represents the Division in contacts with architect-engineers, suppliers, contractors, and others to explain the purpose of various planning and special construction requirements, or to secure cost data. Furnishes cost estimating and technical advice to other mechanical engineers on specific constructability and cost estimating problems.
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Example 7

Civil Engineer, YD-0810, Pay Band 1
Location: Field activity

As an entry-level engineer performs duties designed to provide an orientation in the application of academic theories and basic principles and practices of civil engineering tasks and to ascertain skills and aptitudes for future development and progression to the next level of assignment. Receives formal and on-the-job instruction and training designed to provide familiarization with the functions and operations of the unit and to provide experience in the application of civil, hydraulic, geotechnical and/or structural engineering knowledges to either civil works or military projects.
Example 8

Electronics Engineer, YD-0855, Pay Band 1
Location: Field activity

As a Career Intern during advanced training period continues to receive on-the-job training as well as work assignments designed to increase the engineer's knowledge of electronics equipment, systems, components, materials and techniques pertinent to the organization assigned. Applies basic scientific and professional engineering skills and a knowledge of the work processes involved in the organization. Gathers and compiles engineering data and accompanies senior engineers at meetings, etc., to observe work procedures or obtain information.

Example 9

Mechanical Engineer, YD-830, Pay Band 3
Location: Developmental Test Command

Serves as the senior technical expert in vibration test and evaluation engineering at the Developmental Test Command (DTC) with the responsibility for planning, conducting, analyzing and reporting complex vibration tests of automotive, weapon systems, electronics, and munitions in field and laboratory settings. Exercises expertise in the development, application and interface of mechanical and electronic test instrumentation to measure mechanical vibration, and in the analysis of resultant data. Develops new testing methodologies, instrumentation techniques and facilities for testing new, prototype systems.

Plans, conducts, and completes vibration engineering test programs for all types of systems and systems components where the test items are of an experimental design. Test programs typically contain many phases, and the experimental or foreign nature of the designs require a high degree of technical judgment and expertise to develop new test techniques and procedures where precedent is lacking, and to analyze results. Develops recommendations for correction of deficiencies and shortcomings. Plans, conducts, and completes road shock and vibration and/or laboratory vibration evaluations of current and advanced combat vehicles, electronics, munitions, and weapons systems. Tests involve measurements of accelerations, stress/strain, force, velocities, pressures, temperatures, linear and angular displacements, and others as required to accurately characterize, with high fidelity, the performance of the systems. Develops specialized instrumentation and test procedures to obtain measurements in testing of complex, unique mechanisms.

Performs contract oversight at contractors' facilities to monitor tests performed by contractors on equipment being procured under government contract. Determines whether tests performed are adequate and if equipment performance meets specified requirements. Recommends acceptance or rejection of data obtained for use and inclusion in DTC evaluations.

Serves as a consultant throughout the Component and with engineers at other government installations, agencies, their contractors, and with foreign government representatives to provide technical information on advanced test techniques, instrumentation, and data collection and analysis.
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Example 10

Mechanical Engineer, YD-830, Pay Band 3
Location: HQ, Test and Evaluation MACOM

Serves as the recognized engineering expert in the assigned area of responsibility on the headquarters staff of a test and evaluation MACOM. Manages, coordinates, reviews, and provides broad engineering/technical advice relative to the overall test and evaluation effort associated with a broad category of equipment, such as all tracked combat vehicle systems, including combat vehicle fire control systems. When leading a group, provides expert advice to group members on the correct approach to problems encountered and on the need for more detailed investigation.

Represents the Command during initial phases of systems development to ascertain impact of the test and evaluation effort on the capabilities and limitations of Command resources. Determines capabilities and resources needed for improvement, or for entirely new or vastly improved techniques, instrumentation, or procedures to adequately test the systems resulting from these design concepts. Develops policies and standards, procedures, and instructions to guide operating personnel.

Advises development agencies contractors, systems analysis activities, and training and doctrine commands regarding development and production tests, and concepts, designs, and quality. Exercises significant decision-making and commitment authority for the Command in influencing development and production programs.

Directs development of test plans, including the broad conditions and specifications to which assigned systems must be subjected under all types of laboratory and climatic field conditions at any of the testing activities. Directs, reviews, and approves preparation of various phases of tests and test plans, ensuring coordination by the various installations and activities. Develops schedules for the phasing of tests to minimize duplication. Conducts test scheduling conferences with development, analysis, and testing personnel to plan long range and rapid response programs.
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Example 10 (continued)

Ensures that data collected in tests conducted by contractors and other government agencies are adequate and used wherever possible to satisfy Federal developmental test requirements. Conducts continual review and analysis of all test activities related to the broad assigned area of responsibility to prevent unnecessary delays and duplication and to assess the quality of the testing programs. Compiles and analyzes instrumentation, methodology, and other test support requirements and advises Command staff as to the adequacy of test resources.

Monitors the progress of tests conducted and keeps superiors informed of general progress and any controversial problems. Prepares safety engineering evaluations of tested systems, recommending corrective action regarding safety deficiencies.

Represents the Command on test integration working groups and systems teams, representing the Command in the assigned broad area of responsibility. Makes recommendations and decisions, which are universally accepted as technically sound even though final approval may depend on formal action by others.

Example 11

Budget Analyst, YA-560, Pay Band 1
Location: Field activity

This is the entry-level trainee position. As a trainee budget analyst, performs a variety of clearly defined tasks assigned to increase the employee's knowledge and understanding of the functions of budget administration, and to provide a general familiarity with governing policies, procedures and regulations. Receives intensive on-the-job and classroom training in the application of concepts, principles, practices, and procedures of budgeting.

Example 12

Budget Analyst, YA-560, Pay Band 1
Location: Field activity

This is the intermediate developmental level. Assignments are selected to broaden analytical ability and to provide practical experience with methods and procedures in budget formulation, justification and execution. Performs routine and recurring budget administration duties that facilitate the conduct of more complex and detailed review and analysis functions conducted by co-workers at the full performance level.
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