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Functional Skills List: 
 
 
q Agency/Organization Accounting 
q Audit Processing 
q Cash Management 
q Contract Management 
q Facility Management 
q Federal Accounting 
q Financial Analysis 
q Financial Information Systems Management 
q Financial Management 
q Financial Reporting 
q General Accounting 
q Office Administration 
q Planning and Budgeting 
q Policy, Regulation and Legislation Awareness 
q Portfolio Management 
q Real Property Portfolio Management 
q Research and Analysis 
q Risk Assessment 
q Risk Modeling 
q Technology Planning 
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Agency/Organization Accounting 
Applies knowledge of agency/organization accounting principles and regulatory reporting to develop, 

implement, maintain, document and follow accounting procedures. 
Meets Expectations 
Exhibits 3 of the 5 behaviors listed for the “Meets Expectations” standard: 

Ø Applies working knowledge of agency/organization accounting policies and procedures including, 
financial policy, standard accounting codes and entries, and accounting and financial management 
reports 

Ø Applies working knowledge of accounting concepts including: administrative control of funds, cash 
management functions, general accounting operations, monthly/yearly accounting cycle, internal 
review, financial systems, cost accounting, and accounting and financial management reports 

Ø Utilizes analytical abilities to plan, collect, analyze, summarize, and report accounting data  
Ø Demonstrates understanding of accounting procedures and ability to develop, implement, maintain 

and document accounting procedures 
Ø Demonstrates understanding of internal control concepts and ability to develop, implement, maintain 

and document internal control policies and procedures  
 

1. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

2. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

3. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

4. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

5. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

 
 
Improvement Required 
Exhibits less than 3 of the 5 behaviors listed for the “Meets Expectations” standard.  
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Audit Processing 
Prepares and executes the audit process while planning, organizing and coordinating workgroups through the 

audit process. 
Meets Expectations 
Exhibits 3 of the 5 behaviors listed for the “Meets Expectations” standard: 

Ø Demonstrates the ability to work with auditors throughout preparation and execution of audit process   
Ø Plans, organizes and coordinates diversified workgroups to produce quality responses to audit reports 

and develop corrective action plans 
 

1. __________________________________________________________________________________________
__________________________________________________________________________________________ 

2. __________________________________________________________________________________________
__________________________________________________________________________________________ 

3. __________________________________________________________________________________________
__________________________________________________________________________________________ 

4. __________________________________________________________________________________________
__________________________________________________________________________________________ 

5. __________________________________________________________________________________________
__________________________________________________________________________________________ 

 
 
Improvement Required 
Exhibits less than 3 of the 5 behaviors listed for the “Meets Expectations” standard.  
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Cash Management 
Manages the flow and/or utilization of cash in a manner which is consistent with overall strategic objectives. 

Meets Expectations 
Exhibits 3 of the 5 behaviors listed for the “Meets Expectations” standard: 

Ø Demonstrates understanding of the basic tenants of cash management processes 
Ø Demonstrates skill in managing the flow and/or utilization of cash in a manner which is consistent 

with the overall strategic objectives 
 

1. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

2. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

3. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

4. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

5. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

 
 
Improvement Required 
Exhibits less than 3 of the 5 behaviors listed for the “Meets Expectations” standard.  
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Contract Management 
Demonstrates an understanding and an ability to work with and manage vendors and contractors by following 

government policies and procedures. 
Meets Expectations 
Exhibits 3 of the 5 behaviors listed for the “Meets Expectations” standard: 

Ø Demonstrates understanding of the contract management vision of SFA 
Ø Applies contract management vision to develop, sustain and improve relations with 

contractors/vendors in order to meet SFA’s objectives 
Ø Demonstrates understanding of federal contract management concepts, procedures and regulations 
Ø Ensures compliance with government contracting regulations 
Ø Demonstrates ability to develop, manage and monitor effective memorandums of understanding with 

vendors and third party service providers 
Ø Demonstrates skill in working with vendors to lower costs associated with technology and processes  
Ø Demonstrates ability to monitor progress and ensures vendor/contractor adheres to standards and 

expected outcomes 
 

1. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

2. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

3. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

4. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

5. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

 
 
Improvement Required 
Exhibits less than 3 of the 5 behaviors listed for the “Meets Expectations” standard.  
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Facility Management 
Applies knowledge of designing, constructing, and maintaining hardware and systems operations. 

Meets Expectations 
Exhibits 3 of the 5 behaviors listed for the “Meets Expectations” standard: 

Ø Demonstrates knowledge of building management and systems operations 
Ø Demonstrated knowledge of design and construction activities 
Ø Participates in facility management activities and hardware maintenance 

 
1. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
2. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
3. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
4. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
5. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
 

 
Improvement Required 
Exhibits less than 3 of the 5 behaviors listed for the “Meets Expectations” standard.  
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Federal Accounting 
Applies understanding of Federal accounting concepts and standards. 

Meets Expectations 
Exhibits 3 of the 5 behaviors listed for the “Meets Expectations” standard: 

Ø Demonstrates knowledge of Federal accounting concepts, including appropriations law, standard 
general ledger (SGL), Federal accounting standards, FASAB and other standard-setting bodies 

Ø Demonstrates knowledge of sources of funding, including appropriations, reimbursable work, 
revolving funds, non-appropriated fund activities, trust funds, gifts/donations, cooperative work, 
deposit funds and special funds 

Ø Applies working knowledge of Federal financial statements and reports including, audited financial 
statements, and central reports such as 133, 2108, 224 etc. 

 
1. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
2. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
3. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
4. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
5. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
 

 
Improvement Required 
Exhibits less than 3 of the 5 behaviors listed for the “Meets Expectations” standard.  
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Financial Analysis 
Uses various skills and tools to identify trends and potential risk areas for SFA loans and grants portfolios. 

Meets Expectations 
Exhibits 3 of the 5 behaviors listed for the “Meets Expectations” standard: 

Ø Recognizes and uses the various tools and models available to analyze SFA loan and grant portfolios  
Ø Utilizes skills in assessing and evaluating information and identifies trends and potential risk areas 

 
1. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
2. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
3. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
4. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
5. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
 

 
Improvement Required 
Exhibits less than 3 of the 5 behaviors listed for the “Meets Expectations” standard.  
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Financial Information Systems Management 
Applies knowledge of Financial Management systems to design, develop and maintain systems such as the 

Financial Management System. 
Meets Expectations 
Exhibits 3 of the 5 behaviors listed for the “Meets Expectations” standard: 

Ø Utilizes knowledge of applications programming to design, develop and maintain customized 
solutions and applications  

Ø Applies working knowledge of agency’s integrated Federal financial management systems such as the 
Financial Management Systems (FMS) 

Ø Demonstrates understanding of COTS (Commercial Off the Shelf) federal financial software, i.e. Oracle 
Federal financials, SAP, Peoplesoft, etc. 

 
1. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
2. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
3. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
4. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
5. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
 

 
Improvement Required 
Exhibits less than 3 of the 5 behaviors listed for the “Meets Expectations” standard.  
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Financial Management 
Applies understanding of financial processes and activities to achieve financial goals and objectives. 

Meets Expectations 
Exhibits 3 of the 5 behaviors listed for the “Meets Expectations” standard: 

Ø Demonstrates understanding of financial processes and activities 
Ø Demonstrates ability to manage financial processes and activities of an organization needed to achieve 

desired financial goals and objectives 
Ø Demonstrates understanding of the requirements under the Credit Reporting Act of 1993, as amended, 

as it is applied in the administration of loan and grant programs 
 

1. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

2. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

3. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

4. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

5. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

 
 
Improvement Required 
Exhibits less than 3 of the 5 behaviors listed for the “Meets Expectations” standard.  
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Financial Reporting 
Prepares financial statements with concise and accurate disclosures. 

Meets Expectations 
Exhibits 3 of the 5 behaviors listed for the “Meets Expectations” standard: 

Ø Demonstrates understanding of key financial reporting concepts 
Ø Prepares financial statements with concise and accurate disclosures 
Ø Applies the provisions of OMB Bulletin No. 97-01 
Ø Interprets and analyzes financial statements (perform trend and variance analysis) 
Ø Applies appropriate accounting standards and policies in the preparation of financial statements 
Ø Applies appropriate cost accounting concepts in the development and maintenance of SFA’s 

Managerial Cost Accounting System 
Ø Assists internal and external auditors in their fieldwork associated with financial audits and reviews 
Ø Utilizes various tools and models to produce financial management reports  

 
1. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
2. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
3. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
4. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
5. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
 

 
Improvement Required 
Exhibits less than 3 of the 5 behaviors listed for the “Meets Expectations” standard.  
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General Accounting 
Applies knowledge of general accounting principles and regulatory reporting to carry out basic accounting 

activities. 
Meets Expectations 
Exhibits 3 of the 5 behaviors listed for the “Meets Expectations” standard: 

Ø Demonstrates knowledge of generally accepted accounting principles and traditional accounting 
practices, operations, and procedures 

Ø Demonstrates ability to develop SFA accounting policies and procedures in compliance with Federal 
Accounting Standards Advisory Board (FASAB) Statements, OMB Circulars and Bulletins, GAO policy 
and procedures manual (Title 2) and Generally Accepted Accounting Principles 

 
1. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
2. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
3. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
4. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
5. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
 

 
Improvement Required 
Exhibits less than 3 of the 5 behaviors listed for the “Meets Expectations” standard.  
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Office Administration 
Performs administrative practices and support services to increase office effectiveness and efficiency. 

Meets Expectations 
Exhibits 3 of the 5 behaviors listed for the “Meets Expectations” standard: 

Ø Demonstrates ability to organize, plan and coordinate administrative functions 
Ø Demonstrates ability to identify administrative procedural problems and recommend improvements 

that increase effectiveness and efficiency 
Ø Uses knowledge of administration concepts and practices (answering phones, filing, scheduling, etc.) 

to plan, deliver and manage support services vital to SFA operations 
 

1. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

2. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

3. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

4. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

5. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

 
 
Improvement Required 
Exhibits less than 3 of the 5 behaviors listed for the “Meets Expectations” standard.  
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Planning and Budgeting 
Uses rules, appropriate information sources and tools to ensure accurate and timely reporting of business 

forecasts and budgets.  
Meets Expectations 
Exhibits 3 of the 5 behaviors listed for the “Meets Expectations” standard: 

Ø Demonstrates understanding of OMB regulations and overall Federal appropriations process 
Ø Demonstrates understanding of rules, information sources and tools available to prepare and 

consolidate budgets and forecasts 
Ø Demonstrates understanding of departmental and organizational budget formulation and fund control 

procedures and guidelines 
Ø Demonstrates ability to apply planning and budgeting concepts ensuring accurate and timely 

reporting of business forecasts and budgets 
Ø Analyzes and discusses budget implications 
Ø Demonstrates ability to track and reconcile unit budget activities 

 
1. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
2. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
3. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
4. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
5. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
 

 
Improvement Required 
Exhibits less than 3 of the 5 behaviors listed for the “Meets Expectations” standard.  
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Policy, Regulation and Legislation Awareness 
Applies knowledge of Title IV policies, regulations, and legislation to make informed decisions. 

Meets Expectations 
Exhibits 3 of the 5 behaviors listed for the “Meets Expectations” standard: 

Ø Demonstrates understanding of general policies, regulation and legislation principles, laws and 
jurisprudence 

Ø Demonstrates ability to use policy, regulation and legislation knowledge appropriately to make 
decisions that impact the organization 

 
1. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
2. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
3. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
4. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
5. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
 
 
Improvement Required 
Exhibits less than 3 of the 5 behaviors listed for the “Meets Expectations” standard.  
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Portfolio Management 
Structures, monitors and maintains investments to ensure maximum returns. 

Meets Expectations 
Exhibits 3 of the 5 behaviors listed for the “Meets Expectations” standard: 

Ø Demonstrates understanding of portfolio management concepts, processes and activities  
Ø Analyses, monitors and recommends alternative portfolio strategies to ensure fiscal responsibility 
Ø Demonstrates understanding of the basic concepts and models of technical analysis, financial market 

analysis and securities 
 

1. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

2. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

3. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

4. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

5. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

 
 
Improvement Required 
Exhibits less than 3 of the 5 behaviors listed for the “Meets Expectations” standard.  
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Real Property Portfolio Management 
Applies understanding of engineering drawings to assign and utilize space. 

Meets Expectations 
Exhibits 3 of the 5 behaviors listed for the “Meets Expectations” standard: 

Ø Demonstrates ability to understand engineering drawings 
Ø Applies working knowledge of industry standards for space assignment and utilization 
Ø Demonstrates knowledge of Life Cycle costing principles  

 
1. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
2. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
3. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
4. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
5. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
 

 
Improvement Required 
Exhibits less than 3 of the 5 behaviors listed for the “Meets Expectations” standard.  
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Research and Analysis 
Applies understanding of basic research concepts, principles and methods to assess and evaluate information. 

Meets Expectations 
Exhibits 3 of the 5 behaviors listed for the “Meets Expectations” standard: 

Ø Demonstrates understanding of basic research concepts, principles and methods 
Ø Demonstrates understanding of specific information sources and methods of information gathering to 

make fact-based decisions 
Ø Utilizes analytical skills in assessing and evaluating information to identify trends and potential issues 

 
1. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
2. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
3. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
4. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
5. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
 

 
Improvement Required 
Exhibits less than 3 of the 5 behaviors listed for the “Meets Expectations” standard.  
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Risk Assessment 
Applies understanding of management controls and how they operate to identify and correct deficiencies. 

Meets Expectations 
Exhibits 3 of the 5 behaviors listed for the “Meets Expectations” standard: 

Ø Demonstrates understanding of the importance of a strong system of management controls and how 
they operate 

Ø Monitors and evaluates systems of management controls with appropriate documentation, identify 
deficiencies, and assist in correcting deficiencies 

Ø Collects and validates internal and external data and provide analytical support by drawing 
conclusions from the information 

 
1. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
2. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
3. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
4. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
5. ___________________________________________________________________________________________

___________________________________________________________________________________________ 
 

 
Improvement Required 
Exhibits less than 3 of the 5 behaviors listed for the “Meets Expectations” standard.  
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Risk Modeling 
Applies understanding of the concept and organization value of risk modeling to prevent and reduce losses 

arising from high risk ventures. 
Meets Expectations 
Exhibits 3 of the 5 behaviors listed for the “Meets Expectations” standard: 

Ø Demonstrates understanding of the concept and organizational value of risk modeling 
Ø Demonstrates ability to develop systematic and comprehensive risk modeling programs that detect, 

prevent and reduce losses arising from high risk ventures  
 

1. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

2. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

3. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

4. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

5. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

 
 
Improvement Required 
Exhibits less than 3 of the 5 behaviors listed for the “Meets Expectations” standard.  
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Technology Planning 
Applies understanding of strategic IT goals and initiatives to identify service improvement and cost reduction 

opportunities. 
Meets Expectations 
Exhibits 3 of the 5 behaviors listed for the “Meets Expectations” standard: 

Ø Demonstrates understanding of strategic IT goals and objectives 
Ø Demonstrates ability to apply strategic investment priorities to select IT initiatives that best support 

organizational goals and objectives  
Ø Demonstrates understanding of IT initiative evaluation process  
Ø Evaluates business process and technical requirements to identify service improvement and cost 

reduction opportunities 
Ø Monitors emerging technologies and business process innovations to analyze their potential for 

streamlining SFA operations 
 

1. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

2. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

3. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

4. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

5. ___________________________________________________________________________________________
___________________________________________________________________________________________ 

 
 
Improvement Required 
Exhibits less than 3 of the 5 behaviors listed for the “Meets Expectations” standard.  
 

 


