Civilian Pay Technician

 GS-0544-05

I. INTRODUCTION

The primary purpose of this position is to perform duties under the DOE Pay System as a Customer Service Representative.

II. MAJOR DUTIES AND RESPONSIBILITIES

Receives and examines standard payroll authorization documents, makes necessary computations, and prepares proper forms for pay of civilian employees of various classification, status, and work shifts. Assists the certifying officer in auditing the accuracy, propriety, and validity of payments for a full variety of transactions which affect pay, leave, taxes, benefits, and other deductions. Provides customer service in person or by telephone, and completes correspondence (e.g., answers written inquiries, prepares letters to obtain missing information, etc.) related to civilian pay.  Performs miscellaneous duties in support of the payroll function.

III. FACTOR LEVELS

Factor 1 - Knowledge Required by the Position 




FL 1-3 350 points

-- Knowledge of a body of standardized rules and regulations relating to entitlement and deductions from civilian pay in order to determine entitlements and assess the propriety of actions for the full variety of transactions and to resolve problems of pay administration. 

-- Knowledge of the different codes, forms, and coding procedures used with each of the various types of actions, reports, documents, or requirements to select the appropriate codes and procedures. 

-- Knowledge of standardized rules and regulations relating to entitlement to, and use of, the various categories of time and leave, and various types of special pay.  Ability to determine appropriateness of hours being charged and types of special pay being authorized in reports for employees covered by a variety of pay categories, types of leave, and types of special pay to respond to questions relating to leave and pay matters.

-- Ability to communicate orally and/or in writing to relate entitlements and provide assistance with pay problems.  

Factor 2 - Supervisory Controls 






FL 2-2 125 points

The supervisor indicates work assignments, general procedures, deadlines and timetables, as well as priorities.  The employee uses initiative to perform recurring assignments.  Additional guidance is available when difficult cases or unusual situations are encountered.  Problems are referred to the supervisor or a higher graded technician.  Work is evaluated for accuracy, appropriateness, and compliance with procedures and regulations.  Records may be spot-checked individually or by reviewing system generated reports and listings.  Review of the work increases with more difficult assignments if the employee has not previously performed similar assignments.

Factor 3 - Guidelines 







FL 3-2 125 points

Numerous guidelines must be rapidly applied on a day-to-day basis without frequent reference to them or to the supervisor.  The employee uses judgment to select the most appropriate guidelines, procedures, and approaches appropriate for the work being accomplished.  Situations not covered by existing guidelines or requiring significant deviation are referred to the supervisor.

Factor 4 - Complexity 







FL 4-3 150 points

The employee performs a variety of duties related to establishing and maintaining pay records and determining entitlement to pay and benefits that use different and unrelated processes, procedures, or methods.  Typical duties include: reviewing requests for actions relating to bonds, allotments, tax withholding, health benefits, and life insurance; maintaining leave records; identifying the reason an account appears on an error listing; or responding to requests for information pertaining to standardized regulations or procedures from a variety of sources.  The employee decides what needs to be done by identifying the nature of the problem, question, or issue; determining the need for and obtaining additional information through oral or written contacts; or by reviewing regulations and manuals.  The employee may have to consider previous actions and understand how these actions differ from or are similar to the issues at hand (e.g., making adjustments due to retroactive personnel actions).  The employee makes recommendations or takes action (e.g., determines eligibility for deductions, entitlements, or claims; verifies factual data; or makes other financial determinations) based on a case-by-case review of the pertinent regulations, documents, or issues involved in each assignment or situation. 

Factor 5 - Scope and Effect 






FL 5-2 75 points

The work involves the application and/or explanation of pay and leave rules, regulations, and procedures.  The employee typically performs a variety of payroll functions for accounts at the facility.  The work affects the ability to meet agency goals to produce payrolls and timeliness of service to employees. 

Factor 6 - Personal Contacts 




Factor Level/Points (see Factor 7) 
The technician regularly meets with personnel office employees, the employees being serviced and their supervisors, staff members from other accounting and budget units, and employees of personnel and payroll offices in other agencies.  These contacts typically occur in the office or via telephone.

Factor 7 - Purpose of Contacts 





Level 6/7 2b  75 points

The purpose of the contacts is to plan and coordinate actions to correct or prevent errors, delays, or other complications occurring during the transaction cycle.  Contacts are made to resolve pay and leave problems by clarifying issues, obtaining missing information from varied sources (e.g., employees, supervisors, personnel offices, and other agencies), and requesting other personnel to correct errors in documentation or data entry.  Contacts are also used to resolve operational problems relating to difficulties inputting data into the computer system and reconciling inaccuracies in the computation of pay/leave or reports.

Factor 8 - Physical Demands 






FL 8-1 5 points

The work is primarily sedentary.

Factor 9 - Work Environment 






FL 9-1 5 points

The work is normally performed in an office setting.

TOTAL POINTS - 910

This position is non-exempt from coverage under the Fair Labor Standards Act.

