SAMPLE

POSITION DESCRIPTION


BUDGET TECHNICIAN, BWT 1-5, #8
XXXX Br, XXXX Div, DCSRM

1.  Participates in the budget execution phases of the budget cycle.  Reviews monthly cost reports of assigned areas and monitors the execution of approved financial plan.  Reviews monthly Management Decision Packages (MDEPs) summary report and assists in determining deviations from planned execution schedule.  Provides fund citation on various funding documents.  Tracks and monitors obligations to ensure correct document numbers, APCs and EORS are used.  
                                                                                                                                        30%

2.  Monitors the use and rate of expenditures of budgeted funds through continuing dialogue with program officials and their staffs, review of written documents, and examination of accounting records.  Reconciles approved financial plan with actual obligations.  Advises program managers and other interested parties on the status and availability of funds in different budget accounts and all aspects of the command and installation of funds in process which apply to their programs.
                                                                                                                                        30%

3. Performs command-wide coordination of the review, reconciliation and control of Prior Fiscal Year (PFY) obligations/deobligations.
                                                                                                                                        20% 

4.  Monitors command-wide adherence to the current year travel target and is responsible for promulgation of policy guidance, presenting status reports, reprogramming actions and developing plans for program constraints.
                                                                                                                                        20%

Performs other duties as assigned.
                                               

