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& Class Code :
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Pay Plan, Series,
& Grade :
Certifications :
Full Performance Level :
Organization
 Structure :
Duty Location :
Activity Location :
Duties Certified :
I certify that this is an accurate statement of major duties and responsibilities of this position and its  organizational relationships, and that the position is necessary to carry out Government functions for which I am responsible. This certification is made with the knowledge that this information is to be used for statutory purpose relating to appointment and payment of public funds, and that false or misleading statements may constitute violations of such statutes of their implementing regulations.
 
Classified By :
I certify that this position has been classified/graded as required by Title 5, U.S. Code in conformance with  standards published by 
the U.S. Office of Personnel Management or, if no published standards apply directly, consistently with the most applicable 
published standards. 
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	NASATitle: Resources Analyst   NCC 624 - 01
	OPMTitle: Resources Analyst
	PlanGrade: GS - 0501 - 13
	FPL: GS - 13
	OrgStruct: 1000 - OFF OF THE DIRECTOR
     4000 - FLIGHT PROJECTS DIRECTORATE
          4500 - EXPLORATION and SPACE COMM PROJ DIV
               4550 - EXPLORATION SYSTEMS PROJECTS
	DutyLocation: 
	ActLocation: GODDARD SPACE FLIGHT CENTER                  
	DutCert: Tracy D Felton
	DutCertDate: 11/28/2011 - PROGRAM BUSINESS MANAGER
	ClassCert: Nelson S Rodriguez
	ClassCertDate: 11/28/2011 - HUMAN RESOURCES SPECIALIST
	Paragraph1: 
	Paragraph2: 
	Paragraph3: 
	IntroStatement: This position is located in the Flight Projects Directorate.  The incumbent serves as a Senior Resources Analyst.
	MajorDuties: (30%) - Performs Budget Execution Work for Internal Agency Programs.

Evaluates relationships between major internal operating program changes and the financial state of the organization. Takes action to ensure adequate funds for program coverage. Analyzes, evaluates, recommends, and revises annual and supplemental requests for all working capital fund accounts.

Reviews and coordinates accounting records and prepares apportionment's, allocations, and operating budgets. Monitors, tracks, and reports on program obligations. Assures that program funding data is entered into agency financial system correctly. Conducts annual year-end closing activities and reconciles with accounting records.

(25%) - Performs Financial Control Activities

Administers and performs difficult and complex fund control activities impacting substantive mission-oriented programs. Reviews, analyzes, and reports on various accounting functions. Identifies regulatory and accounting changes, resource control functions, and operating level problems to ensure funds are efficiently controlled and financial records accurately reflect the status of the organizations financial condition.

Plans and conducts studies to improve the accumulation, processing, and reporting of financial data. Develops accounting data for presentations or reports on financial goals, objectives, and information to meet programmatic, budgetary, and management initiatives, and directives for the regulatory agencies of the government.

Applies expert knowledge of resource control functions to solve controversial problems in financial reporting and accounting systems ensuring that requirements are met in accordance with laws, regulations, and standards. Develops, evaluates, and recommends options and implements approved changes to improve accounting process to satisfy regulatory requirements, maintain adequate internal controls, and capture useful, reliable, and meaningful financial information.

(15%) - Performs Cost Accounting Functions

Serves as a technical expert, providing guidance related to general cost accounting procedures. Ensures full and proper utilization of cost accounting functions, including analysis and reconciliations, financial reporting assignments, accounting control, obligations and cost documents reviews, agency systems implementation, and procedure development and implementation.

Maintains integrity of the cost accounting system for all operations. Ensures accuracy and completeness of product standard costs. Works with purchasing to review variances, comparing actual to standard cost, and recommends updates. Maintains internal cost records. Supports planning, purchasing, order entry, productions, management, and finance through costing and analysis.

Performs reviews, analysis, and reporting in various accounting functions. Applies specialized cost accounting knowledge to solve controversial problems in financial reporting, developing accounting system changes, and ensuring all reporting requirements are met in accordance with laws, regulations, and standards.

(15%) - Prepares Budget Estimates and Justifications for Internal Agency Programs

Formulates a consolidated Program Operating Plan (POP) budget for important, substantive departmental/division programs on both a long and short-term basis. Provides expert advice and guidance to program and line managers on the interpretation of budget estimates, the formulation of budget requests and modifications thereto in support of multi-year development of major space projects.

Interprets NASA, Office of Management and Budget (OMB), and Congressional policies or regulations for the justification and submission of budget estimates. Coordinates budgetary actions with NASA Headquarters and other organizations and levels of management.

Reviews long-range budgetary and program requirements to assure their conformance with established Agency policies and intent to Congress. Develops optimum budget, justification, supporting materials, and historical statements for providing the best possible review of Project needs. Determines the time-phasing of budget plans (e.g. acquisition and use of funds) to coincide with payments to contractors in development, procurement, or modification of systems. Prepares/edits justification for funding needs.

Oversees and analyzes business aspects of major out-of-house deliverable or complex task type contracts. Incorporates funding requirements into budgets. Oversees and analyzes in-house efforts across multiple organizations.

(15%) - Presents Justifications for Internal Agency Programs

Coordinates the presentation of and presents annual and long-range budgets for the substantive and supporting administrative internal operating programs covering all echelons and components of the agency.


	OtherDuties: Performs other duties as assigned.

Serves as technical liaison between the Contractor and the Contracting Officer by monitoring the Contractor's performance and delivery of the final products and/or services under the contract.

Assures technical proficiency and compliance with the technical provisions of the contract by reviewing and verifying the performance of work by the Contractor.

Ensures the Contractor complies with the defined Statement of Work or specifications included in the contract.  Assists the Contractor and the Contracting Officer in interpreting technical requirements of the contract scope of work or specifications.

Reviews and evaluates the Contractor's progress related to expenditures, and recommends approval/disapproval for payment as appropriate.

Recommends and justifies changes desired in scope and/or technical provisions of the contract.
	Requirements: This position requires occasional travel.


	PointRange: 3155 - 3600
	Grade: 13
	TotalPoints: 
	Lvl: 1
	Points: 5
	Desc: The environment involves everyday risks or discomforts that require normal safety precautions typical of such places as offices, meeting and training rooms, libraries, residences, or commercial vehicles, e.g., use of safe work practices with office equipment, avoidance of trips and falls, observance of fire regulations and traffic signals. The work area is adequately lighted, heated, and ventilated.
	Factor: 
	Degree: 



