Job Description Form

Muscogee International, LLC

Position Title: SEC Program Analyst Submission Date:02/11/2021

Work Location: Washington, DC Clearance Requirements: Top Secret

Employment Type: Full-time Travel Required: No

Job Description (Required Information: job duties, required skills, & required education)

DUTIES AND RESPONSIBILITIES:

1. The incumbent will manage all aspects of budgeting and account keeping for a multi-million- dollar budget, handling matters related to State Operations and Foreign
Assistance within the R/ Global Engagement Center (R/GEC).

2. The incumbent will prepare and monitor all budget data and documents related to annual budget cycle and accounts payable.

3. The incumbent will collect, track and manage the budget for the bureau and perform all accounts payable duties required.

4. The incumbent will provide operational support for Procurement actions related to service and Third Party Contacts as defined by the Contracting Officer
Representative.

5. The Program Analyst shall work domestically to also provide backup for HR actions and trends dealing with personnel on detail to GEC, permanent and temporary
government staff and special projects related to the HR arena.

6. Responsible for liaising with assigned R family budget analysts on financial management issues including budget execution and formulation of GEC Accounts, in State
Operations. In this role, the budget analyst is expected to work independently with R family budget analysts and GEC Offices to execute budget (via allotment level
accounting) and develop the annual budget.

7. Incumbent must aim to fund requests that fall within the established financial budgets within 24 hours. Requests that cannot be funded must be followed-up daily until
resolved.

8. Ensures that all obligations are valid, have supporting documentation and that internal controls are met.

9. Produce accurate weekly balance reports for leadership of obligations funded and remaining balances that reconcile with GFMS.

10. Maintains copies of obligating documents in binders that are clearly marked by fiscal year.

11. Ensures that cuff record balances with the official GFMS. Reviews and resolves rejected/held documents in GFMS on a weekly basis.

12. At end of fiscal year, prints final GFMS (Status of Obligation) reports and updates Financial Budgets.

13. Ensures that all invoices are routed to the designated CORs or approved (as backup) within 36 hours and follow-up actions completed to meet the prompt pay
deadline.

14. Conducts review/research in collaboration with the COR and the Grants officer of prior year “status of obligations” to ensure all Unliquidated Obligations (ULOs) are
valid and should remain in the books. Working closely with the respective CORs or Office Directors, ensures that de-obligations are processed accurately for obligations
that are no longer valid or for which the final claim has been processed for payment.

15. Maintains budget information on current interagency expenditures and budgets.

16. Designs and develops Standard Operating Procedures on GEC's activities for senior level approval, leaving a roadmap for the financial management, and budgeting
functions.

17. Serves as liaison on multi-discipline financial management committees/ task forces or R family financial management discussions. Provides backup for Chief (Chief)
of Resources to financial management discussions with the Bureau of Budget and Planning, R family budget and planning staff and other representational meetings
dealing with financial management and budgeting issues.

18. Complete or assist with special projects as assigned by Chief within specified deadline.

19. Understand and confirms compliance of Office of Management and Budget directives, Department of State 4 FAM/4 FAH policies, and other Federal guidelines.

20. Occasional domestic and overseas travel may be required.

21. Provides backup to Human Resource Officer in her absence.

SPECIAL KNOWLEDGE REQUIREMENTS:

The contractor shall have the following skills:

. Working knowledge of the budget systems used in the Department of State including: GFMS, Ariba, ILMS, BRMS and BFEM.

. Excellent command of Excel and word processing;

. Must be a quick learner of budget software programs;

. Extensive experience in accounting and/or Department of State budgeting desired;

. Superior oral and written communication skills;

. Ability to analyze and develop operational plans based on Departmental and Executive Branch strategies, guidelines, FAM and FAH rules and governing laws;

. Ability to maintain the required security clearance and DOS badge.

. Willingness to work overtime, on occasion , when needed

. This position is more about skills and systems transactional knowledge than particular educational background. The individual selected shall have experience assisting
the government client management with a broad range of issues in primarily financial management and budget execution and secondarily in the human resources field.
10. The incumbent will also be expected to draft guidance and memos for budget, possibly HR and other operational issues and respond to and anticipate support
requirements for GEC.

11. A broad understanding of a range of operational elements is required and with experience in financial management, budget and human resources support.

12. The ideal candidate will be flexible, adept at multitasking, and able and willing to build new skills and knowledge in a rapidly evolving political and technical
environment, in particular:

13. Ability to work under tight deadlines and take on high levels of responsibilities in a fast- paced environment

14. Ability to produce products with minimal guidance and oversight. Must be able to work with multiple deadlines,

15. Experience in operational support and oversight for domestic and /or overseas operations is crucial for success.

16. Ability to work with a wide variety of actors within the Department of State, including the Front Office of the Global Engagement Center, office directors, operations in
the field and other bureaus within the Department.

17. Candidate must possess strong organizational, interpersonal, writing, research and analytical skills.

18. Familiarity with foreign policy issues, principles, concepts and methods is preferred.

19.This position requires maturity, discretion and judgment as it deals with financial and personnel issues.
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