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CREDITING PLAN


	This form contains the common skills of the following occupation.

	Title:  Budget Clerk and Technician 
	PP/Ser/Gr:  GS-0561-03 through 09


	Job Summary:  Performs a variety of budgetary, administrative, and statistical functions in the development, formulation, presentation and execution of the budget for an organization.  Examples of assignments include: researching, estimating, compiling, verifying and summarizing data involving salaries, expenses and object class and line information; conducting periodic obligation reconciliations; establishing, maintaining, and updating expenditures relative to funding activities; gathering, extracting and compiling data for use in reports; preparing forms, instructions and reports; conducting informal studies of financial management related procedures and processes; and providing budget guidance and assistance to managers and staff. Position may require qualified typist.  Position may be trainee, journey level, lead or supervisory.



	Qualifications (Skills): The following qualification terms have been identified for this position.  

Qualifications Terms (Skills):

	· Document Prep

· File Maintenance

· Report Compilation

· Clerical

· Presentation Skill

· Budget

· Estimating

· Funding Documents


	· Data Collection

· Accounting Exp

· Financial Exp

· Budget Info/Data

· Conduct Studies

· Funds Monitoring

· Office Automation

· DAWIA
	

	Lead and/or supervisory qualifications:   The following lead and/or supervisory terms have been identified for this position as applicable.

Supervisory Duties

· Schedule Work

· EEO

· Performance Eval

· Grievance

· Supervision

· Personnel Actions

· Safety Skills

Lead Duties

· Leadership

· Training Experience
· Schedule Work


	Additional Qualifications (Skills) Requested, if any:   If there are important qualifications (skills) missing in the above section, please list them below.  

	Key or Most Important Qualifications (Skills), if any:   From the qualifications (skills) listed in the above sections, identify 3 to 5 "most important" qualifications (skills) that help to distinguish best qualified candidates from qualified candidates. 
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Confidentiality Statement:  To insure compliance with Merit Systems Principles as contained in Section 2301, Title 5, United States Code, the confidentiality of this information must be protected.
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