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What do | wish my budget shop looked like?

Staffed with the right mix of people who have all the
tools and resources they need to:

1. Produce high -quality, analytical products;
2. Maximize efficiencies for all processes; and

3. Find work rewarding, challenging and fun.



3.

4.

Getting the Right Mix of People and Keeping Them

Optimal workforce staffed with the right mix of talented, proactive,
career -oriented people.

Know your organizationds strengths
- BFEL0OB Budget Self Assessment Tool

- DOJ Budget Customer Satisfaction Surveys and Follow -up

- DOJ Budget Employee Satisfaction Surveys and Follow  -up

Recruitment:

- USA Jobs and MAX Budget Community postings
- Use of SCEP, STEP, FCIP and PMF authorities
- DOJ Budget On -Boarding Plan (first 60 days)

Retention:

- DOJ Budget Succession Plan

- Employee Wellness and Work/Life Balance
- Career Networking




Using New Tools to Improve Efficiency & Effectiveness

1. Provide these tools and enablers to enhance collaboration
and communication.

2. Tools:
- Email Distribution Groups (Who else needs to know this info?)
- Intranet and Internet Sharing and Expectations
- MAX Budget Community, MAX Collect and MAX Analytics
-BFEM and DOJ6s JPPRS
-Bl ackBerries, Dual Monitors, Laptops, O
-DOJd6s Unified Financi al Management Syst

3. Technology Realities:
- Parallel systems
- Cost
- Timeline times two (or three)
- Training and re -training
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b /" 1. JMD Budaget Staff Leadership (Karin C'Leary, Mikki Atsatt, Walt Schultz)...
Strongly Strongly
Agree Agree Disagree | Disagree
Provides strong leadership on budget —
matters for the Department
Provides the proper balance between
advocacy and oversight o o o o o
Praovides the appropriate amount of
communication regarding the budget O O O O O
process
b /" 2. Please provide any comments regarding the above items and suggestions for improvement:
i /‘ 3. The JMD Budget Staff provides easy to understandfollow guidance documents and templates (Budget Submissions, Quarterly Status Reports, Data
Calls, etc.)
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Employee Satisfaction Survey
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@ Vacancies, Rotations, Temporary Assignments

last editad by DEBRA JGHES (DOJ) on Moy 24, 2008 10121 AM (view change)
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If you are aware of a vacancy within your agency please post it in the table below by clicking on the Edit icon in the right corner, adding a new line with the information, and clicking Save
at the bottom of the page. Please list vacancies in order, with the most recent closing dates first. Thank you!

Department of Transportation, Office of the Secretary

Job Title Series/Grade

Budget Analyst G5-0560-9/13

MPP
Budget analyst GS-0560-9/13
DEU
Budget G5-0560-13

Officer

Management and | GS-0343-13/14
Program analyst

Budget Analyst G5-0560-13
Deputy Assistant  ES-0560-00/00
Administrator

Budget Analyst GS-560 (career
{more than one ladder to 12 or
wacancy) 13)

Deputy Director, ES-0560
Office of Budget

Budget analyst GS-0560-13

Financial GS-0505-15

Agency

DoJ, Drug Enforcement
Administration

D01, Drug Enforcement
Adrministration

ANC

Homeland Security, Immigration
and Customs Enforcement
Bureau

Department of State

DOJ, Drug Enforcement
Administration

oOffice of Budget, NIH

Department of Commerce,
Office of the Secretary

Mational Archives and Records
Adrministration

Directar of Matianal

Glosing

12/4/2009

12/4/2009

Open

12/31/2008

2/15/2010

11/30/2008

Pending

11/30/09

12/18/09

12/07/09

Link to USAJOBS.gov

Budget snalyst

Budget analyst

weww, cpol.aremy. mil

Management and Program Analyst

Budget snalyst

DE& Deputy Assistant administrator

Check hack for link

http: /fjobview.usajobs. gow/Getlob. aspx710BID=842233168JobTitle=Deputy+Director+for+Budget+and+Performance+Improvement2g=05%2f0OB-
2010-00128id=175148&s0rt=rv32c-
dtexBcn=8rad_units=milesikbrd=3876&pp=508jbf565=1Rvw=dRre=134&FedEmp=N&FedPub="Bcaller=ses. aspxBAYSDM

http: /Aobview.usajobs, gov/Getlob. aspx?OPMControl=1738910

Financial Management Expert, G5-15

Other
Info

Washingtaon,
D.C.

Washington,
D.cC.

Cpen Until
Filled

washington,
D.cC.

Washington,
D.C.
arlington, va

Bethesda,
MD

\Washington,
D.C.

College Park,
MD

Mclean, Va



JMD BUDGET STAFF NEW EMPLOYEE ORIENTEERING
Swrvival Guide Cliecklist for the Fost 60 Days
{amrent as of rme 2000}

INTRODUCTION & ADMINISTRATION
{WEEK 1)

®  Assign a Coach to the newr emplogyes

® Intoductions by Coachto Budget Staff

® Tour of Building by Coach (Bathrooms, Cafeteria, Gym, Credit Union, Health
Unif)

® ol waith Admdrdstrative Officers (A0, Assistant Divectors (ADs), Coach,
and IT Staff to complete admindstrative set-up

Mewr Emplosres Handbook writh list of Acrorgrms & Definitions (AD)

Budget Cperations Ilanual (ALY

Woicemail/JC CM/Blackberry activation (400

Employee information and Emergency Contacts (AC)

AT selection (talk to AT fivst and then ACH

Transit subsidy (A0 Yolanda)

Trawel card application {A0)

COOP Crisis hanagement System (A1; Thans)

User ID's and Arcess to Budget Staff Systems and Tools with Brief

Explanation of RolePlace in Budget Process (WAX BFER JPPERS,

FIVIS, LearnD OT) (AD/Coach)

0 Setap Emplases Personal Page /TS0 Mational Finance Center
(EPB/NEC) (40)

O Submitting a Time and Attendance Sheet (T (AQ; Reginadvliranle)

MNavwigation of the Budget Staff GDvive T/ Coack)

O Register for next available Budget 101 Training (ATVCoach)

ooooooooo

]

ROLES & RESPONSIBILITIES
WEELS 1-3

O Reviews list of Budget Staff Aerongyms and Common Terms

O Eudget Staff ProductList flonster, Tab & Budget Summary) and
Timelines

O Budget Staff Guiding Principles

O Whe'swho in Fastice Management Dvision, and where does Budget
Staff fit in?

O Provide Component and COME POC name and information for
relevant accounts

O Commmmnication with Stakeholders
® Working with AT
O EBegin to document Individual Development Plan (DT goals

O Goower Crarrent Year Position Deseription

O CreatePerformance Waork Plan (FWT)

JMD BUDGET STAFF GROTUPS
WEELS 3-5

® et writh ADYCoach for DOT and Federal Budget Crrervievrs
O Cwrerviews of the Federal Budget Process
O Role ofthe Analyst
O Crrerviews of your Budget Group and its Role in the Budget Process

® Deet with AD/Coach for links beture en Budget Staff groups

O Owervievr of the Budget Staff — Staff Comp osition and Resp onsibilities

O DOG Crrerviews —responsibilities and relationship to new
emplayes’s group; diseuss WCF and TIET

O LAG Crrerviewr —responsibilities and relationship to newr employes's
group

O EOG Chrerviewr — responsibilities and relationship to new employes’s
group (EFEM)

O FPG Crrerview —respomsibilitie s and relaionship to newr smplogree’s
group; discuss Q5K and [FPRS

O LECG Crrervievs — responsibilities and relationship to new employee’s
group

BUD GET EXECUTION 101
WEELS 46

® Neet with AD and Budget Operations Group for Execution 101
O Howr to Read the Monster and other BOG charts
O Apportionment Tracking Systerm
O Relationship of SF-1325 and SF-1335
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Irtroduction

This Succe ssion Plan provides a roadmap for caresr developmernt and
advancemert on the .5, Department of hastice, fustice Managemerd Division,
Budgzet Staff thereby encourazing the retesttion of lughly qualified staff. The
prmary goals of the Succession Plan areto provide a framework for (1) provadine
necessary trainmg and development opportunities to Budget Staff emplowess;, and
(21 ensuring that qualified imdividuals will be arailable from adthin Budget Staff
to compete for miperviscryimanagerial positions.

Budget Staff Objective

The Budget 5taff™s orgami=atiomal objectire 1s to establish an effective financial
managemert workiorce that sappeorts the DOT nuission.

Elements of Plan

Career Progressiom:

The Budgzet Staff Succession Plan supports career pmogression for Budgzet
Analysts and Program Anabests (G5-9 10 G5-15), Administrative Officers
[35-13 to G5-14), Budget Teclmicians [35-7 to G5-97, and Secretaries (53-8
ta GE-9.

Core Competencies:

Successful Budget Staff enployees noist be competerdt m many areas. Several
of'these areas are listed and described briefly beloar:

Cove Competencies for All Budget Stqff Brplayees:

+  Inkerpersonal Fffectiveness and Commamications - Considers and
responds appropriately to the needs and capabilities of differerd people m
differert sinations. Is tactfial and treats others with respect. Develops
nebarorks and collaborates with others when appropriate. Persuades others.
Zains cooperatiom fiom others to obtain ndfonmation and accomplish
goals. Builds consensus. Expresses facts and 1deas, whether mvwriting or
orally, clearly, succinctly, convinemgly, and using correct granmmar and
usage. Listens effectively and responds appropriately. fichieves quality
end products.

Core

Cove

Core

Core

Exiernal Awaveness — Idertifies and keeps abreast of key national and
international policies and economie, political, and social trends that affect
the organization, mehiding the faderal tudget and congressional processes.
Time M i amd O fratiom — Stays up to date o assigned

tasks, completes assiznments it a tonely manver, and maintains
appropriate records and materials i an accessible manner, specific to the
emploves.

Competanoies Specific o Adminisrarve Qficers:

Adnuindstrative Management —Serving as the pracipal advisoron all
administrative managemert matters, mich as looman rescurces, persormel
semurity, traming, travel, cortracting and procuremet, inchiding
overseeing the duties performed by secretaries and budget teclmicians.
Operating Budget for the Budget Staff — Advising the Director onthe
stahis and availability of finds by developing, montonng, executing and
overseeing the operating budzet for the Budgzet Staff

Competencies specific b Jecretaries:

Office Activities Coordinadion — Performing the full range of procedural
work of the office, such as screenmgz visitors and telephone calls,
distributing in-corming mail, photocopring and scannmg materials and
scheduling the sapervisor’s apportmert calendar.

Adminisirative Practices and Procedures — Performing admimistrative
finctions by prparmg correspondence, reports, ete. using word
processing sofbarare. Keepmg apprised of Budget Staff and DidTaande
directives to ensure domuments are gt 1o the proper fommat .

Competencies Specific b Budget Technicians:

Financial Sysieme Support — Serving as the fiscal assistarnt for 2 wide
range of office requests nchiding training, travel andfor general office
supplies. Revieaing requests based nupon appmopriateness and availability
of finds and erntering cbligation and paymert data into an atomated
financial management system  Assuring requisitions are processed in
accordance with financial and badgetary constraints and preparing
TECUITINE SUMIHary repoms.

Budget Administration Support — Establishing and mairtaining a means
of financial comtrol by providing technical advice on appropriation usage,
ensuring proper application of policies, proper use of funds, correct coding
of domuments, and other related accomting fanctions. Serving as financial
assistant by keepig a complete and acourate record of finding levels and
expendihires of theunit.

Competencies Specific o Rudger Analysts and Program Analvsts:
Federal Budget Procese, Legislation, and Regulatione — Having the
knowledze and understanding of the total Federal budgzet process to adhers
to and conply with stabdory, regulatory, administrative, and agency
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Individual Development Plan

Attaclomert 4

U.8 Departmnent of Justice
Justice Management Division
Budget Staff

INDIVIDUAL DEVELOPMENT PLAN (IDP)

The dividual Developmert Flan is a foemal document betareen employree and
supervisor, drafted 4o address trainmg and career plans. It should be generated in
comunctionwith the pedionnance review and noast be updated arrmally. Fequests for
traming and other developmerntal opporunities should be in accordance with this plan.

Emplores Signatave Drate

Supervisor Hame Title:

Supervisor Signature Drate

Employee Name:

Pozition Type: [Budget Analyst, Progran Analbest, Secretary, cr Teclmician]
Sexes and Grade:

Date of Employmaeni

Pexformance Period:

Attackoment 4

PERFORMANCE OBJECTIVES AND CAREER GOALS
Pedformance Ohjectives
(inchads 3-5 sexternces describing each objective)
For Example....
1. Expand tmdget and program evabiation skills and Jmowledge
2. Enhawre bndget exemtion knowledze and skills
3. Increase opporbinities for nter-agency and intra-agency leadershup
4. (Fain exposure to other aveas of Department management and administration
Longiexm Goals (2-F yearx)
(inchde 2-3 sexternces deserbing each goal)
For Example....
1. Take the lead onhighly visible projects and tasks.

2. Become an effective manager of projects and personnel.
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DOJ Budget Intranet

\.5. Department of Justice, Justice Management Division Budget Home

Budget & Performance Planning e
QUICKLINKS Welcome to the DOJ Budget Staff
Budget Staff Library The DOJ Budget Office has the task of formulating, producing, and tracking the DOJ Budget for each fiscal year. This webpage is designed to help educate and inform those

individuals who wish to know more about the DOJ Budget Process.
PART GUIDANCE

ecencyfmeincencts | | T S

¢ Offices Overview & Budget Guidance * Budget Officers # Legislation
¢ Organization ¢ Performance Guidance ® Executive Officers ¢ Publications
® Account Assignments and Contact Info ¢ Congressionzl Communications Guidance # GPRA Contacts ® Prass & Testimony
¢ Employment ¢ Finance Guidance and Management Controls * Legislators s Library
I RELATED LINKS ® Vacancy Announcemants ¢ OME Documents ¢ Components ¢ Business Operations Manual
® Staff Bios * ONDCP Documents * Budget Tachnician Handbaok
I poiwer ® Forms and Policies ® Succession Plan
* Apportionment/Allatment Reinvention ® Issue Papers
| 1mD INTERNET
* Quarterly Status Report # Transition 2008-200%
I DOJ INTERNET ® Appropriated Accounts Calendar * Working Capital Fund
# Training Materials

11
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