BUDGET ASSISTANT (OA)
NK-561-II (GS-7)
Budget assistants at this level perform clerical and technical work in direct support of budget analysis and administration. The employee serves as the senior assistant responsible for assigned programs. The supervisor defines objectives, priorities, and deadlines. The incumbent independently plans and organizes work within the parameters of established policies and guidelines. The supervisor is available for assistance with controversial or unusual problems. Completed work is reviewed for conformance to policy. This level requires practical knowledge of Marine Corps budgetary processes and procedures for transactions involving two or more appropriations. Also, requires detailed knowledge of budget procedures, forms, formats, documents, reports, and related requirements to compile and organize budget requests.

The incumbent uses advanced office automation skills to support budget operations, such as updating, revising, sorting, calculating, manipulating, and converting spreadsheet data into various formats, programs, and reports. The employee must be a qualified typist.

Independently performs a variety of budgetary, administrative, and statistical functions to support a variety of budget functions. Assignments include new and unusual work situations that require the adaptation of guidelines. 

Interacts with customers to communicate information and to understand customer needs. Actively participates as a team member, when necessary, to accomplish assigned projects.
