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VIRGIN ISLANDS NATIONAL GUARD

JOINT FORCE HEADQUARTERS

4031 LA GRANDE PRINCESSE, LOT 1B

CHRISTIANSTED, ST. CROIX, USVI 00820-4353

Announcement #12-09
FINANCIAL TECHNICIAN
Opening Date:  19 May 2009




Closing Date 17 June 2009
Position:  FINANCIAL TECHNICIAN



Series/Grade:  GS-0503- 07
Salary Range:






GS-07-$33,477.00-$43,521.00










Plus 25% COLA

Military Requirements:





ENL:  E4-E7









MOS:  42 A, 42F, 42L and 44C
Position Description# 





70754000
Location:



Comptroller Division of the

USP&FO
Type of Appointment: 





EXCEPTED

Selecting Official:
LTC DEBORAH LOBBENMEIER, FINANCIAL MANAGER
Area of Consideration:
All technicians in the Virgin Islands National Guard.  All members of the Virgin Islands National Guard and other individuals who are eligible for membership in the Virgin Islands National Guard.  NOTE:  Virgin Islands Air National Guard personnel must be eligible to acquire membership in the Army National Guard in an available and compatible military grade for the excepted technician position.
* ***************************************************************************************************

BRIEF DESCRIPTION OF DUTIES

This position is located in the Resource Management Division of the United States Property and Fiscal Office (USPFO).  The purpose of the position is to perform duties necessary to accomplish the full range of military, technician and voucher exam (travel and commercial accounts) pay actions with a full understanding of the accounting and budget processes to determine the affect on the accounting and budget reports.  The position provides assistance on matters pertaining to pay entitlements policies, procedures, rules, programs and operations to the Comptroller/Financial Manager (FM), Human Resources Office (HRO), Military Personnel Office (MILPO), Defense Finance and Accounting Service (DFAS), supported Army National Guard (ARNG) units and technician employees.  Provide disbursement information to Program Managers (PM), travelers, vendors, Purchasing and Contracting Office (P&C), receiving activities, financial institutions, and the transportation office.  The position specializes in all areas within the Resource Management Division to accomplish all entitlement functions in support of programs essential to the State or Territory’s Army National Guard daily operations, deployments, training, and readiness missions.  Performs account audits involving retroactive payment problems.  Obtains information, accomplishes corrective action with regard to pay computer system limits, and performs manual accounting of adjustments, if transactions are not automated.  Makes adjustments to entitlements when updates to information cause discrepancies on various accounts such as Traveler’s Profile, Vendor Pay Account, and the Master Military Pay Account (MMPA).  Conducts in-depth reviews of debts on accounts to actions previously processed and interprets results to accurately determine if corrective actions are necessary.  Issues Unit Preliminary Listing (UPL) and Active Duty Master Listing (ADML) to unit(s) to initiate positive reporting of Unit Annual Training (AT) pay.  Analyzes Personnel Transaction Registers using the Standard Installation/Division Personnel System (SIDPERS) Query Screens and MMPAs to ensure erroneous transactions do not occur as erroneous transactions may be automatically created when SIDPERS personnel process actions.  Prioritizes release of transactions with regard to DJMS Reserve Component/Active Component (RC/AC) Production Schedule(s) while determining the timing of related actions without negatively affecting the soldier’s pay accounts.  Conducts unit level Soldier Readiness Processing (SRP) during pre-mobilization, reviews orders to identify entitlements, provides guidance to soldiers to properly complete documents required for mobilization (MOB) entitlements.  Provides customer support to military and technician personnel, vendors and Federal and state agencies.  Coordinates technician pay procedures between the Human Resources Office (HRO) and timekeepers.  Processes student loan payments to financial institutions on behalf of soldiers in the National Guard.  Accesses Stanfins Redesign Phase 1 (SRD1) online and initiates payments upon request by the Incentive Coordinator.  Accesses the 5 Year Tax History to assist soldiers with tax-related inquiries. Analyzes data from the MMPA, Leave and Earnings Statements (LES)’s, attendance reporting documents, and Combat Zone Tax Exclusion (CZTE) references.  Processes, verifies, and audits pay actions utilizing previous fiscal law cases, General Accounting Office (GAO) rulings and Comptroller General (CG) decisions as guidelines.  Possesses the ability to positively interact with others to explain actions taken with respect to entitlements, payments, collections and outstanding debts.  Performs other related duties as assigned.

	THE VIRGIN ISLANDS NATIONAL GUARD IS AN EQUAL OPPORTUNITY EMPLOYER.

All qualified applicants will receive consideration for appointment without regard to political, religious, or labor organization affiliation or non-affiliation, marital status, race, color, sex, national origin, age, or any other non-job related factor.


QUALIFICATIONS

General Experience
Experience, education or training which demonstrates applicants ability to read and apply a practical knowledge of procedures and established methods; and skill in dealing with others in person-to- person work relationships.
Specialized Experience

Applicant must have twelve (12) months of specialized experience to qualify for the GS-07 position, which demonstrates the knowledge, skills and abilities (KSAs) required for the position.
APPLICANTS WHO MEET THE ELIGIBILITY REQUIREMENTS WILL BE FURTHER EVALUATED BASED ON THE FOLLOWING KNOWLEDGE, SKILLS AND ABILITIES (KSAs) WHICH ARE CONSIDERED ESSENTIAL TO PERFORM THE DUTIES AND RESPONSIBILITIES OF THIS POSITION.  Applicant must address each KSA on a separate sheet of paper.  Stating when, where and how obtain each; either through experience, education or training.  Failure to submit this information may affect your ranking for referral for this position.


Comprehensive knowledge of a multitude of integrated automated financial systems to perform complicated evaluations of pay actions and to troubleshoot problem disbursements to determine correct methods to input processing and/or systems procedures and to adapt procedures for complicated, unique situations when routine approaches will not resolve the problems.


Knowledge of the interrelationships of various automated systems applications and methods used to resolve unique and unusual problems.

Knowledge of computer systems, document processing, and the effects of transactions on existing records to modify automated processes in existing accounts while protecting the integrity of the historical data.

Knowledge of fiscal law, accounting and payment principles/procedures, contingency operations, financial management systems, pay and travel entitlements, National Guard structure, reporting requirements, analysis techniques, controls, budgeting principles, procedures, management principles and controls, visual, oral and written presentation techniques and National Guard missions.

Knowledge of accounting and budgeting functional areas and their relationships to other automated systems.

Knowledge of commercial contract payment processing, receiving and invoicing procedures to compute commercial vendor payments.
BRIEF DESCRIPTION OF WORK

Describe in details your work experiences (paid or unpaid), training, education, and /or other information that relates to the specialized experience stated on the vacancy announcement.  Use complete dates to indicate each amount of experience you have.  Include pertinent military experiences and describe duties in detail.  You may use continuation pages to include all related experience. Ensure that both military and civilian experiences are fully described, to include time frame, for which you are applying. If you describe more than one type of work, write the approximate time period in each.  Please enter the month, and year for each period. Omission of these requirements can result in disqualification of your application.  List your military grade, unit of assignment, and MOS.  List your National Guard (weekend duties) separately from your other job experiences.  List your position, military Supervisor, phone numbers, dates you have held each and detailed duty description.  If you have completed any college courses, include copies of your college transcript with the application.

TO APPLY: Mail Optional Form 612, or Resume to Joint Forces Headquarters, ATTN: HRO (MSG Harris) 4031 La Grande Princesse, Lot 1B, Christiansted, VI 00820-4353. Applications must include all necessary information required on the vacancy announcement. MOS/SSI and rank must be indicated on application. Verification on non-flagging action MUST be included. Applications post marked or hand delivered to the HRO after the closing date will not be considered. Business hours are 0800-1700, Monday thru Friday. All applications will be retained for our records.

CONDITION OF EMPLOYMENT AND MILITARY REQUIREMENTS

1.
Wearing of military uniform is a requirement. Acceptance of this position constitutes concurrence with this requirement and is a condition of continuation of employment.

2.
As a condition of employment, selectee must be able to acquire security clearance, as required.

3.
Failure to complete NGB prescribed courses at the PEC for new FTS personnel within the first year of employment may be cause for reassignment to another full-time position or termination from full-time employment unless there are extenuating circumstances that preclude the full-time member from course attendance.
4.
Selectee must enroll in electronic fund transfer (EFT) upon appointment.

5.
If applicant’s record is flagged, individual will be barred from favorable personnel action.  Verification of non-flagging action must be included with package.
6.
This position requires a compatible military assignment as follows:  ENL:  E4-E7,  
       MOS:  42 A, 42F, 42L and 44C.
7.
Permanent Change of Station (PCS) is not authorized for this position.

FOR THE ADJUTANT GENERAL:








//S//
CAROLYN Y. LANCLOS
MAJ, GS






Human Resources Officer
Here's what your resume or application must contain

(in addition to specific information requested in the job vacancy announcement)

      Announcement number, and title and 
Give the following information for your

      grade(s) of the job for which you are
paid and non-paid work experience related
      applying.
to the job for which you are applying:


(Do not send job descriptions)





    Job title (include series and grade if  Federal job)

    Duties and accomplishments


    Employer's name and address

    Full name, mailing address (with ZIP Codes) and
    Supervisor's name and phone number

    day and evening phone numbers (with area code)
    Starting and ending dates (month and year)

    Hours per week

    Social Security Number
    Salary

    Country of citizenship (Most Federal jobs required
Indicate if we may contact your current 
  

      United States citizenship.)
supervisor.

    Reinstatement eligibility (If requested, attached SF 50

      proof of your career or career-conditional status.)
    Highest Federal civilian grade held (Also give job,

      series, and dates held)
Job related training courses (title and year).

Job related skills, for example, other


languages, computer software/hardware

 
tools, machinery, typing speed.

    High school:
Job related certificates and licenses.

            Name, city, and State (ZIP Code if known)
(current only)
            Date of diploma or GED

    Colleges and universities:
Job related honors, awards, special

             Name, city, and State (ZIP Code if known)
accomplishments, for example, publica-

             Majors
tions, memberships in professional or

             Type and year of any degrees received
honor societies, leadership activities,

              (If no degree, show total credits and indicate
public speaking, and performance awards.

              whether semester or quarter hours.
(Give dates but do not send documents unless requested.)
    Send a copy of your college transcript only if
Verification of non-flagging action from 

    the job vacancy announcement requests it.
unit.

Selective Service verification form.




WORK EXPERIENCE





JOB INFORMATION





PERSONAL INFORMATION





OTHER QUALIFICATIONS





EDUCATION




















