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INTRODUCTION 
 
This position is located in the state office (SO) and is part of the Administrative Staff, financial 
management (FNM) section.  The incumbent gathers data for and assists in the preparation of 
the operating budget, analysis of assigned segments of the appropriated and reimbursable 
budgets, and related reports.  Reviews, analyzes, and ensures payments are within 
established agency guidelines prior to certifying payments in the FNM system. 
 
DUTIES 
 
Budget Formulation (20 percent) 
 
Assists in the development and formulation of the Kansas operating budget and distributing 
available funds by object class in direct relationship to program needs. 
 
Maintains the Natural Resources Conservation Service (NRCS) payroll expense system to 
ensure accurate and current information for budget planning.  Identifies and initiates required 
corrective actions. 
 
Evaluates previous spending with expected future workload to assist in the development of 
revised and multi-year budget projections. 
 
Budget Execution (40 percent) 
 
Performs routine budget administration functions in the execution and review of assigned 
portions of the appropriated and reimbursable fund budgets.  Runs reports from automated 
systems for use in budget analysis.   
 
Provides information to the National Finance Center (NFC) in response to technical inquiries 
as needed.  Uses automated budget and accounting data to respond to queries from higher 
headquarters, program managers, and field users.  Posts obligations to the accounts system.  
Prepares and enters adjusting entries (B2 documents) for distribution of paid budget items, 
accruals for end of month accounting reports by analyzing paid data, and budget sub-
allocations.  Analyzes assigned portions of financial records to determine prior year recoveries. 
 
Uses financial systems to monitor and analyze direct charges to ensure fund integrity.  Works 
with program managers and Management Team members to evaluate overall financial status 
and specific questionable or large charges.  Identifies the cause of and appropriate remedy for 
issues by reviewing actual, planned, and historical data. 
 
Conducts internal audits as assigned to ensure internal controls ensure financial transactions 
are complete and accurate.  Checks calculations, adequacy of documentation, records, and 
filing. 
 
Serves as Departmental Computer Center Access Coordinator (DCCAC) for Kansas NRCS.  
Manages employee permission authority for access to sensitive financial systems.
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Serves as a backup certifying officer for Kansas NRCS.  Examines payments for accuracy, 
completeness, and validity. 
 
Analysis (40 percent) 
 
Administers an active and timely collections program.  Determines amounts for collection from 
debtors and from government agencies for reimbursement and refund of services.  Analyzes 
accounts receivable and determines the need for follow-up action for funds due. 
 
Reviews and analyzes the Daily Detail Transaction listing to determine proper charge of 
obligations and statewide percent distribution.  Identifies problematic trends and proposes 
potential solutions to the budget officer (BO).  Monitors assigned fund expenditures to ensure 
that financial obligations are in accordance with budget plans. 
 
Works within a team concept to develop and implement ways to improve the efficiency, 
effectiveness, and quality of the products and/or services provided to internal and external 
customers. 
 
Performs duties in a manner supportive of a safe and healthy work environment, and exercises 
safety precautions when exposed to dangerous object, chemicals, extreme temperatures, etc. 
 
Performs duties in a manner which actively supports civil rights policies regarding personnel 
rules and regulations and delivery of NRCS programs and services without regard to race, 
color, national origin, religion, sex, age, marital status, or mental or physical handicap. 
 
CONDITION OF EMPLOYMENT 
 
Operates a motor vehicle incident to the above duties.  Must possess and maintain a valid 
state motor vehicle operator’s license for the type of vehicle(s) operated. 
 
EVALUATION FACTORS 
 
1.  Knowledge Required by the Position, Level 1-6, 950 points 
 
Knowledge of commonly used budget and finance practices, procedures, regulations, 
precedents, policies, and guides specifically related to the budget execution and monitoring 
process in order to monitor and make recommendations regarding budget execution options. 
 
Knowledge necessary to identify and use sources of factual budget and financial data in order 
to relate needs and accomplishments of the program being analyzed to anticipated and/or 
actual dollar figures in the budget. 
 
Knowledge of work organizational options in order to prioritize and work independently on 
routine and continuing assignments in order to ensure payments are processed in a timely 
manner. 
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Skill in identifying and analyzing trends in the obligation or expenditure of funds in order to 
assure that the objectives of the financial plan are being met timely and that funds are 
available and being properly and effectively used. 
 
Knowledge of time and attendance procedures, travel regulations, voucher examination and 
payment certification procedures in order to make payments, analyze historical data, and 
identify alternative solutions to budgetary issues. 
 
2.  Supervisory Controls, Level 2-3, 275 points 
 
The BO provides general information about new priorities, deadlines, changes in reporting 
requirements, and sets long-term goals and objectives.  Routine work is performed 
independently.  Technical assignments such as processing payments, verifying documents, 
and entering data into the financial data bases are carried out with little review.  Analytical work 
is reviewed upon completion of assignments for effectiveness in meeting budgetary and 
program objectives and deadlines.  Deadlines for completion of the work are normally linked to 
the budget cycle and are mutually agreed upon through discussion with supervisor.   
 
3.  Guidelines, Level 3-3, 275 points 
 
Guidelines regularly used consist of a variety of agency and departmental manuals and 
Comptroller General decisions.  The incumbent exercises judgment in interpreting and 
applying these general guidelines to specific cases.  The BO is available to provide guidance 
in dealing with unusual, complex, or highly sensitive problems.   
 
4.  Complexity, Level 4-3, 150 points 
 
The work involves making recommendations concerning the approval/disapproval of the 
expenditure of funds.  The incumbent must select the appropriate analytical technique to 
identifying, analyzing, and quantifying program and budgetary relationships in terms of dollar 
costs and benefits.  The incumbent gathers, interprets, and evaluates narrative and statistical 
data furnished by program managers and generated by automated systems.   
 
Detailed budget analysis, advice, and recommendations are made to those program managers 
on matters such as the distribution of allotments and availability of budgetary funds for 
program purposes.   
 
5.  Scope and Effect, Level 5-3, 150 points 
 
Work involves independently performing a variety of interrelated tasks that permit higher level 
employees to determine the cost-effectiveness of a segment of the agency’s budget.  Work 
efforts contribute to the accomplishment of the agency’s mission by ensuring timely information 
is available regarding the amount and availability of funds. 
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6.  Personal Contacts 
7.  Purpose of Contacts, Level 2B, 75 points 
 
Contacts within the employing office are with co-workers, program managers, and field staff.  
The incumbent also meets and deals by telephone with representatives of the NFC. 
 
Contacts are for the purpose of exchanging information regarding the agency’s programs, 
budget, and to resolve problems.   
 
8  Physical Demands, Level 8-1, 5 points 
 
The work is primarily sedentary with some walking, bending, and stooping when using files. 
 
9.  Work Environment, Level 9-1, 5 points 
 
Work is performed in a normal office setting. 
 
This position is determined to be nonexempt from the provisions of FLSA. 
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