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Agent Cashier (Teller) i
GS-0530-06 o
Pd #5010 .

1

The duiies of this position are assignments that are essentially the same as those duties
shown on PD #5011, Teller GS-0530-7, which is the target position. However, in this
position, the employee performs the assignments under greater than normal supervision
while he/she is in a training capacity. More detailed instructions may be given to the
employee for new or different types of assignments, and the employee is expected to
consult the supervisor more frequently for guidance. As the employee becomes more
familiar with the work and more adept at camying out assignments, supervision is

gradually lessened until it reaches the level normally expected atithe full performance
level. ‘ -
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function in accordance with authority delegated by the Treasury Department. In the performance of
duties, the employee must make determinations on the acceptability of a wide vartety of items and
documents, the adequacy of identification material, and the authenticity of signatures. Incumbent
must make determinations regarding the authenticity of currency and the negotiability requirements
of other types of cash items. Incumbent is responsible for the funds advanced by the Treasury
Disbursing Office to cover the payment of vouchers and must either return the funds in full or
submit documentary evidence that they were disbursed or otherwise disposed of in accordance with
applicable law and instructions of the General Accounting Office (GAQ), Treasury Department, and
" the VA. The responsibility of each disbursement is individual and is to be performed according to
established admipjstrative gridelines. alecrate. ‘W/

The Cashier?ak cash payments to patients, employees and cash replenishment to sub-cashiers and
h”‘Wﬁt—E&lﬂé—Gﬁ&hﬂm These payments include travel advances and travel vouchers, reimbursement
for certain employee registration fees, Patient Funds withdrawals, incentive therapy pay, individual
. patient withdrawals from those-with personal funds on deposit with the VA, and payments to
restricted and institutional award patients.

The employee receives, receipts, deposits, and accounts for collections received. These include
monies collected from temporary depository, individual patient deposits, reimbursements and
refunds from employees, commercial vendors, other government agencies, and third parties. The
incumbent receipts each individual collection on proper accountable forms.

The incumbent is responsible for the issuance of prenumbered accountable receipts for each
remittance received, determining that the appropriation and account symbol are correct. Maintains
and is responsible for the supply of official accountable recerpts and accountable forms used to
acknowledge collections and control requisition of them.

Incumbent is required to balance accounts daily to assure that the disbur_sing fund and collections are
properly accounted for. The records of alternate cashiers and Tellers are verified to account for any
_ collections received or disbursements made.

The employee is responsible for preventing access of unauthorized individuals to the Agent Cashier
Office. Must insure against improper disclosure of the safe combmatmn and that the combination is
changed at least once annually.

The Agent Cashier must assume personal financial accountability for any monetary loss that results
from the performance of duties, Determines the need and time for replenishment of funds based
upon amounts disbursed dunng pervious periods and known future needs or pre-established
schedules. ;

Resolves technical problems not covered by precedents or established policies.

The Agent Cashier has responsibility for many new programs implemented by the VA that require
additional responsibilities and knowledgc They include maintenance and withdrawals from a
depository checking account; G £ Third Party-Insurance-C

Collections for the MCCR Program; inpatient and outpatlent co-payments;- -party
drafts; and VISA/Master Card credit payment systems. These programs create an increased variety
of work demands and more complex situations for the Agent Cashier. :

The employee performs other duties as assigned, normally of a related nature.

Factor 1, Knowledge Required by the Position



The work requires in-depth and broad knowledge of a body of financial management regulations,
practices, procedures, and policies related to cash processing funqtions.

The position demands knowledge of a wide variety of interrelated steps, conditions, and procedures
or processes required to assemble, review, and maintain complex cash processing and other fiscal
transactions (e.g., frequent and varied adjustments to accounts, or extensive balancing and
reconciling of detailed summary accounts; or resolving problems in balancing accounts, adjusting
discrepancies, developing control records, verifying the accuracy of budgetary data, adjusting dollar
amounts of accounts by line item and object class, and preparing reports on the status of funds).

The employee must possess knowledge of extensive and diverse cash processing and other financial
regulations, operations, and procedures governing a wide variety of types of related transactions to
resolve nonstandard transactions, complaints, or discrepancies, provide advice, or perform other
work that requires authoritative procedural knowledge. For example, the incumbent must have an
advanced knowledge of all banking, Treasury, and accounting procedures and policies. The
incumbent must be thoroughly familiar with all VA and Treasury regulations, interim issuances,
guidelines, regulations concerning patients’ cash, and other Government or banking publications that
relate to the Agent Cashier operations.

The position requires knowledge of the Veterans Health Information Systems and Technology

" Architecture (VISTA) software packages, as well as skills in personal computer operation and in
various office automation software packages, such as word processing, spreadsheets, data bases,
presentations, etc. Knowledge of computerized systems is also required to properly reconcile funds
on a daily basis.

Factor 2, Supervisory Controfs-

The supervisor or other designated employee assigns work with standing instructions on objectives,
priorities, and deadlines and provides guidance for unusuaily involved sitnations. The supervisor
may assign work according to a standardized control system, such as batched work, caseload level,
or other defined structure, and provide standard general instructions about timeliness, objectives, and
relative priorities for doing the work. The employee independently processes the most difficutt
procedural and technical tasks or actions and handles problems and deviations in accordance with
instructions, policies, previous training, or accepted practices. For example, the employee
independently determines the types and sources of information needed to complete the transaction;
the nature and extent of deviations from established requiremerits; and whether standard techniques,
methods or procedures are appropriate for assignments. The supervisor or designated employee
evaluates completed work for overall technical soundness and conformance to agency policies, legal,
or system requirements. Completed work is reviewed by sampling in a quality review system and/or
.. spot check by the supervisor or a senior worker for results and conformity to established
requiremnents and deadlines. The methods used to complete the assignment are seldom reviewed in
detail. '

Factor 3, Guidelines

The Agent Cashier must use a number of different guidelines contained in the Fiscal manual, VA
regulations, Treasury regulations, and manuals of instructions for Agent Cashier. A combination of
cach must be used at all times'to apply the correct procedures. The Agent Cashier is under the
control of both the VA and the Department of Treasury. These established procedural guidelines are



available, but due to the variety of tasks or situations cncountered they may not be specifically
applicable to a particular assignment or task. The employee must apply a good understanding of
cash processing procedures and techniques in interpreting the guidelines, determining their
applicability fo situations not specifically covered, and adapting or deviating from the procedural
mstructions as necessary and appropriate. Thls may require developlng approaches and detalled
work methods to complete the assignment. ' :

Facter 4, Complexity

. The incumbent is personally responsible for an assigned Treasury advance, and assumes financial
responsibility in the event of any loss. He/She must be able to distinguish between appropriation
fund allotment, Patients Funds, General Post Funds, MCCR, and Treasury general funds. All .
transactions, whether deposits or disbursements, must be properly classified with complete
accounting data in order for Accounting personnel to make input into the General Ledger accounts.
The incambent must determine what action to take on all employee salary checks. Must carry out
assignments with a high degree of accuracy on all related items. The work involves performing
various financial management support related duties that use different and unrelated processes,

_procedures, or methods. The use of different procedures may result because transactions-are not
completely standardized; deadlines are continually changing; functions assigned are relatively broad
and varied; or transactions are interrelated with other systems and require extensive coordination
with other personnel. The employee decides what needs to be done by identifying the nature of the
problem, question, or issue, and determining the need for.and obtaining additiopal 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 issue
at hand before deciding on an approach. The employee makes recommendations or takes actions,
such as verifying factual data or making other financial determinations, based on a case-by-case
review of the pertinent regulations, documents, or issues involved in each assignment or situation.

" For example, the employee uses different established procedures to review and reconcile various
financial documents and records; resolve a variety of problems through coordination with employees

" or patients; and reviews and reconciles various types of transactions involving multiple funds or a

number of different control accounts.

Factor 5, Scope and Effect

The purpose of the work is to ensure that the control and reconciliation of all funds on deposit from
Treasury are maintained, that cash flow and balances are properly maintained at a level to satisfy all
needs of the Medical Center, and that the Accounting Section has all required information and
proper accounts to create the General Lodger entries required. Issues might result, for example, from
insufficient information about a transaction, the need for more efficient processing procedures, or
requests to expedite urgently needed cases. The employee treats these and similar problems in
conformance with established procedures. For example, the Cashier provides all patients with a
deposit account and has money available for their needs. Determines the pricrity of payments.and
deposits. Incumbent must be very flexible and able to determine priorities as to the individual needs
of the Medical Center. The work affects the quality, quantity, and accuracy of the Medical Center’s
financial records and service to clients. For example, the effect of the work ensures the integrity of
the amount and timely availability of money to pay for services; the economic well being of
employees and patients being serviced; and compliance with legal and regulatory requirements.



Factor 6, Contacts

Incumbent has a great number of personal contacts with patients, employees, and others. Contact is
also made with the VA Finance Center employees, Department of Treasury employees, financial
institutions, etc. Contact is required on a daily basis with patients. It is important that sound
Judgment, tact, and diplomacy be exerclsed and that all contacts are of a professzonaj nature and
geared to each individual.

- Factor 7, Purpose of Contacts

The purposes of the contacts are to properly deposit any funds received and to identify all
disbursements to ensure the accuracy of processing of all transactions; to reconcile with Accounting
all transactions and advances of finds; to be available for all ward deliveries of cash to patients; to
complete all cash transactions for the Medical Center in conjunction with the Department of
Treasury.

Factor 8, Physical Demands
The work is primarily sedentary w1th some carrymg of moderately heavy items, such as computer
reports, boxes, and ledgers.

" Factor 9, Work Environment

Work is performed in an office setting with adequate heating, lighting, and ventilation. Incumbent is
responsible for contributing to a safe and pleasant work atmosphere.



