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Afloat Automated Pay Systems Specialist


Course No:


A-542-0015

NV-1401-0005

NEC:



2905

Length:


33 Days

Location: 


FTC NORVA/FTC San Diego

Prerequisites: 


E5 – E9

Credit Recommendation:
In the lower level of baccalaureate/associate degree category, 2 semester hours in accounting procedures.  

Directs and coordinates operations of afloat disbursing offices equipped with automated disbursing payroll and travel systems.  Performs auditing of payroll entries, cash flow in Automatic Teller Machines (ATMs) and accurate settlement of PCS and TDY travel claims.  Directs payroll services utilizing information obtained from the automated systems, proper training or procedures to operate systems and exercises of financial controls with the Disbursing Officer to ensure proper monetary accountability is maintained.  Supervises audits of automated system files, records, logs, and financial returns. 

Travel Payment

Course No: 


A-542-0013

NV-1408-0002

NEC:



None

Length:


12 Days

Location:


FTC NORVA/FTC San Diego

Prerequisites: 


E4 – E9 

Credit Recommendation:  
Credit is not recommended because of the limited, technical nature of the course.  


Provides disbursing personnel with the knowledge and skill to compute member's and dependent's travel entitlements, understanding accounting data, and compute Shore Patrol entitlements. This course also introduces students to the MCPS system to process travel.

Fiscal Procedures

Course No: 


A-542-0014

NV-1408-0001

NEC:



None

Length:


12 Days

Location: 


FTC NORVA/FTC San Diego

Prerequisites:


E4 – E9

Credit Recommendation:  
Not evaluated for credit.   
Provides disbursing personnel with the knowledge and skill to prepare and assemble monthly financial and checking account returns, as well as prepare special disbursing reports. This course will also provide students with knowledge of various systems public and collection vouchers, and introduce them to the UMIDS system to prepare the Statement of Accountability. 

Billet Descriptions

The following lists provide afloat and shore billet descriptions for the indicated paygrade.  These lists are not intended to be all inclusive nor necessarily reflect the specific paygrade at which you may be assigned to a specific functional area, but rather are intended to provide general information for career planning purposes.

DK Afloat Billets
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E3/4


Military Pay Clerk



Military Travel Clerk



Financial Returns
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Independent Duty




Military Pay Clerk



E5 (Afloat continued)

Military Travel Clerk



Document Control Clerk


Financial Returns



Agent/Cashier

Military Pay Auditor
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Independent Duty




Military Pay Clerk Auditor


Military Travel Clerk

Document Control Clerk


Financial Returns Auditor



Auditor

Deputy/Agent Cashier
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Office Supervisor




Deputy Disbursing Officer


Division LCPO
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Deputy Disbursing Officer

Department/Division LCPO
Command Senior Enlisted Advisor
E9

Department/Division LCPO

Command Master Chief

DK Shore Billets
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Military Travel Clerk




















































Military Pay Counter Service

Financial Returns 



Document Control Clerk


Military Pay Transfer/ Receipt Clerk

Reenlistment/Discharge Clerk

Security Guard

Correctional Custody
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Military Pay Clerk



Military Travel Clerk



Financial Returns

Military Pay Auditor



Counter Supervisor



Document Control Clerk 

Agent Cashier/Safekeeping


Reenlistment/Discharge 


Instructor


Recruiter


Recruit Company Commander

Security Guard

Correctional Counselor

Correctional Custody
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Military Pay Clerk Auditor
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Financial Returns Auditor


Agent Cashier/Safekeeping

JUMPS Support Clerk


Human Resources Management

 Specialist


Instructor


Recruiter


Recruit Company Commander

Security Guard

Correctional Counselor

Correctional Custody
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Military Pay Supervisor

Military Travel Supervisor

JUMPS Support Clerk


Deputy DO/Agent Cashier/

Safekeeping

Technical Writer (Blue Book/Exams)

Human Resources Management

Naval Academy Company CPO Instructor


Recruiter


Recruit Company Commander

Security Guard

Correctional Counselor

Correctional Custody
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Military Pay Supervisor


Jumps Support Clerk



Asst to Director Military Pay 

Military Travel Supervisor


JUMPS Support Clerk


Recruiter Support

Instructor




Deputy DO/Agent Cashier/
Safekeeping
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Senior Detailer




Director DK “A” School


Military Pay Supervisor Branch 
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Enlisted Community Manager
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Instructor


Recruiter
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Correctional Counselor

Correctional Custody
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Department/Division LCPO 


Command Master Chief


Senior Detailer

Enlisted Community Manager

Technical Writer (Blue Book/Exams)
Human Resources Management

Instructor


Recruiter


Recruit Company Commander

Security Guard

Correctional Counselor
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Disbursing Clerk - DK
Enlisted SOCNAV Rating Credit Table

	Rank
	3
	2
	1
	C
	CS
	CM

	Ace Subjects and their SOC Categories
	L or U
	L or U
	L or U
	L or U
	L or U
	L or U

	Version 1 6/71-12/87
	
	
	
	
	
	

	Typing
	1
	1
	1
	1
	1
	1

	Office Procedures
	1
	1
	1
	1
	1
	1

	Business Mathematics
	1
	1
	1
	1
	1
	1

	Office Machines
	
	1
	1
	1
	1
	1

	Office Management
	
	1
	2
	3
	3
	3

	Record Keeping
	
	1
	1
	1
	1
	1

	Personnel Supervision
	
	
	1
	3
	3
	3

	Human Relations
	
	
	1
	2
	2
	2

	Practicum in Management
	
	
	
	1
	3
	3

	Personnel Management
	
	
	
	
	3
	3

	Management Problems
	
	
	
	
	
	3

	Version 2: 1/88 Present
	
	
	
	
	
	

	Keyboarding
	1
	1
	1
	1
	1
	1

	Office Procedures
	1
	1
	2
	2
	3
	3

	Payroll Accounting
	2
	2
	3
	3
	3
	3

	Automatic Data Processing (ADP) Operations
	1
	2
	2
	3
	3
	3

	Record Keeping
	1
	1
	2
	2
	2
	2

	Interpersonal Communications
	1
	1
	2
	2
	3
	3

	Office Administration
	
	
	1
	2
	2
	2

	Principles of Supervision
	
	
	2
	3
	3
	3

	Internal Auditing Procedures
	
	
	1
	2
	2
	2

	Management Problems
	
	
	2
	2
	3
	3

	Human Resources Management
	
	
	
	2
	3
	3

	Business Communications
	
	
	
	
	
	3

	Field Experience in Management
	
	
	
	
	
	3
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						APPENDIX D

		Disbursing Clerk Rating Information

		Afloat Automated Pay Systems Specialist

		Course No:		A-542-0015		NV-1401-0005

		NEC		2905

		Length:		33 Days

		Location:		FTC NORVA/FTC San Diego

		Prerequisites:		E5 - E9

		Credit Recommendation:		In the lower level of baccalaureate/associate degree

		category, 2 semester hours in accounting procedures.

		Directs and coordinates operations of afloat disbursing offices equipped with automated

		disbursing payroll and travel systems.  Performs auditing of payroll entries, cash flow in Automatic

		Teller Machines (ATMs) and accurate settlement of PCS and TDY travel claims.  Directs payroll

		services utilizing information obtained from the automated systems, proper training or procedures

		to operate systems and exercises of financial controls with the Disbursing Officer to ensure proper

		monetary accountability is maintained.  Supervises audits of automated system files, records,

		logs, and financial returns.

		Travel Payment

		Course No:		A-542-0013		NV-1408-0002

		NEC		None

		Length:		12 Days

		Location:		FTC NORVA/FTC San Diego

		Prerequisites:		E4 - E9

		Credit Recommendation:		Credit is not recommended

		because of the limited, technical nature of the course.

		Provides disbursing personnel with the knowledge and skills

		to compute member's and dependent's travel entitlements,

		understanding accounting data, and computer Shore Patrol

		entitlements.  This course also introduces students to the

		MCPS system to process travel.

		Fiscal Procedures

		Course No:		A-542-0014		NV-1408-0001

		NEC:		None

		Length:		12 Days

		Location:		FTC NORVA/FTC San Diego

		Prerequisites:		E4 - E9

		Credit Recommendation:		Not evaluated for credit.

		Provides disbursing personnel with the knowledge and skill to prepare and assemble monthly

		financial and checking account returns, as well as prepare special disbursing reports.  This

		course will also provide students with knowledge of various systems public and collection

		vouchers, and introduce them to the UMIDS system to prepare the Statement of Accountability.

		Billet Descriptions

		The following lists provide afloat and shore billet descriptions for the indicated paygrade.  These

		lists are not intended to be all inclusive nor necessarily reflect the specific paygrade at

		which you may be assigned to a specific functional area, but rather are intended to

		provide general information for career planning purposes.

		DK Afloat Billets				E5 (Afloat continued)

						Financial Returns

						Agent/Cashier

						Military Pay Auditor

						E6

						Independent Duty

						Military Pay Clerk Auditor

						Military Travel Clerk

						Document Control Clerk

						Financial Returns Auditor

						Auditor

						Deputy/Agent Cashier

						E7

						Office Supervisor

						Deputy Disbursing Officer

						Division LCPO

						E8

						Deputy Disbursing Officer

		E3/4				Department/Division LCPO

		Military Pay Clerk				Command Senior Enlisted Advisor

		Military Travel Clerk

		Financial Returns				E9

						Department/Division LCPO

		E5				Command Master Chief

		Independent Duty

		Military Pay Clerk

		Military Travel Clerk

		Document Control Clerk

		DK Shore Billets				E7 (Shore continued)

						Deputy DO/Agent Cashier/Safekeeping

		E3/4				Technical Writer (Blue Book/Exams)

		Military Pay Clerk				Human Resources Management

		Military Travel Clerk				Naval Academy Company CPO

		Military Pay Counter Service				Instructor

		Financial Returns				Recruiter

		Document Control Clerk				Recruit Company Commander

		Military Pay Transfer/Receipt Clerk				Security Guard

		Reenlistment/Discharge Clerk				Correctional Counselor

		Security Guard				Correctional Custody

		Correctional Custody

						E8

		E5				Military Pay Supervisor

		Military Pay Clerk				Jumps Support Clerk

		Military Travel Clerk				Asst to Director Military Pay

		Financial Returns				Military Travel Supervisor

		Military Pay Auditor				JUMPS Support Clerk

		Counter Supervisor				Recruiter Support

		Document Control Clerk				Instructor

		Agent Cashier/Safekeeping				Deputy DO/Agent Cashier/Safekeeping

		Reenlistment/Discharge				Management Analyst

		Instructor				Senior Detailer

		Recruiter				Director DK “A” School

		Recruit Company Commander				Military Pay Supervisor Branch

		Security Guard				Department/Division LCPO

		Correctional Counselor				Senior Detailer

		Correctional Custody				Enlisted Community Manager

						Technical Writer (Blue Book/Exams)

		E6				Human Resource Management

		Military Pay Clerk Auditor				Instructor

		Military Travel Clerk				Recruiter

		Document Control Clerk				Recruit Company Commander

		Financial Returns Auditor				Correctional Counselor

		Agent Cashier/Safekeeping				Correctional Custody

		JUMPS Support Clerk

		Human Resources Management Specialist				E9

		Instructor				Department/Division LCPO

		Recruiter				Command Master Chief

		Recruit Company Commander				Senior Detailer

		Security Guard				Enlisted Community Manager

		Correctional Counselor				Technical Writer (Blue Book/Exams)

		Correctional Custody				Human Resource Management

						Instructor

		E7				Recruiter

		Military Pay Supervisor				Recruit Company Commander

		Military Travel Supervisor				Correctional Counselor

		JUMPS Support Clerk
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										STUDENT:  REFRESHER TRAVEL CLAIMS/NEC 2905
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								E5		BILLET:  INDEPENDENT DUTY/PAYROLL OR TRAVEL CLERK

		5								SHORE TOUR (36 MONTHS)
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										BILLET:  PAYROLL CLERK/TRAVEL CLERK
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Sheet3

		Disbursing Clerk - DK

		Enlisted SOCNAV Rating Credit Table

		Rank		3		2		1		C		CS		CM

		Ace Subjects and SOC Categories		L or U		L or U		L or U		L or U		L or U		L or U

		Version 1 6/71-12/87

		Typing		1		1		1		1		1		1

		Office Procedures		1		1		1		1		1		1

		Business Mathematics		1		1		1		1		1		1

		Office Machines				1		1		1		1		1

		Office Management				1		2		3		3		3

		Record Keeping				1		1		1		1		1

		Personnel Supervision						1		3		3		3

		Human Relations						1		2		2		2

		Practicum in Management								1		3		3

		Personnel Management										3		3

		Management Problems												3

		Version 2: 1/88 Present

		Keyboarding		1		1		1		1		1		1

		Office Procedures		1		1		2		2		3		3

		Payroll Accounting		2		2		3		3		3		3

		Auto Data Processing (ADP) Operations		1		2		2		3		3		3

		Record Keeping		1		1		2		2		2		2

		Interpersonal Communications		1		1		2		2		3		3

		Office Administration						1		2		2		2

		Principles of Supervision						2		3		3		3

		Internal Auditing Procedures						1		2		2		2

		Management Problems						2		2		3		3

		Human Resources Management								2		3		3

		Business Communications												3

		Field Experience in Management												3
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