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Dallas Regional Office
Competitive
Series/Grade
          Title




PD#

Level

CG-15



 R021

1101
CG-15
Resolutions & Receiverships Specialist

65S152*





(Incumbency Only; CG-14, 65S147 when vacated)

Develops, evaluates and implements policies and procedures related to DRR resolutions and receivership activities; advises DRR management and staff on same.  Coordinates development of processing systems, reporting mechanisms, database and other information sources; represents DRR on user groups.  Gathers, compiles, analyzes, researches and manipulates financial data for reports, studies, and presentations.  Evaluates reports on failing, failed or acquiring financial institutions and recommends actions.  Assess contracts and other agreements between FDIC and other parties.  Meet and negotiates with FDIC officials, Federal and state regulators, attorneys, contractors, potential acquirers, representatives of financial institutions and private sector concerning complex financial transactions.  

CG-14
R025

0301
CG-14
Resolutions Information Specialist
*

65D110





(*Incumbency only – CG-13, 65D088 when vacated)

Team Leader for Information Technology work at failing and failed financial institutions.  Conducts highly complex analytical assignments, systems analysis work, network administration, and maintenance of specialized databases and software applications.  Exercises responsibility for providing support for automated systems, gathering information, and data translation into formats compatible with software programs unique to FDIC, and data conversion.  Engages in information technology activities related to resolution of problem financial institutions and ongoing processing activities for support and management of receivership assets and liabilities.  Responsible for all aspects of the reporting production environment; encompassing the execution and distribution of daily, weekly, and other periodic reports.

R027
0501
CG-14
Senior Financial Management Analyst

65D109

Specializes in one or more of the following financial systems:  The General Ledger (FIMS); The Accounts Payable Systems (APPO); Control Totals Module (CTM); National Processing System (NPS); Liability Dividend System (LDS); Subsidiary Systems of Records which interface into the General Ledger; Asset Information Management System (AIMS); Loan Servicing Systems of Record; Service Request Tracking System (STS); Automated Conversion System (ACS); Warranties and Representations Accounts Processing System (WRAPS).  Oversees and directs the inputting of required financial information from source documents into assigned financial systems within specified timeframes, including the reconciling of any differences.  Provides technical advice and guidance in response to internal and external inquiries related to assigned program areas and which cannot be handled by subordinate employees.  Approves technical advice given to management on financial matters.  Participates in financial institution closings including ProForma.  Reviews and approved the distribution of various management reports.    

R020
0510
CG-14
Senior Receivership Liability Accountant

65D123
Directs and coordinates the functional activities of the accounting team dealing with establishing and accounting for the liabilities of a failed institution and successor receivership.  Coordinates the resolution of complex issues impacting the payment of deposit insurance and dividends. Maintains an accounting system to establish liabilities of failed banks in order to provide a detailed accounting of each transaction impacting the claims. Oversees the settlement of insurance transactions, borrowings, and repayment of overhead billings between corporate insurance funds and the individual receiverships. Completes complex deposit reconciliations and keeps receivership claims in balance with the insurance fund’s payments.

R030
0510
CG-14
Senior Systems Accountant


65D120
Directs and coordinates the functional activities of the accounting team dealing with establishing and accounting for the assets and liabilities owned and owed by the failed financial institution and successor receivership. Records transactions into FDIC’s general ledger and subsidiary systems of record from a variety of sources.  Maintains an accounting system to establish balances of assets owned and liabilities of failed banks in order to provide a detailed accounting of each transaction impacting the legal balance of the individual assets. Develops reconciliation procedures to ensure that data files and reports from the G/L systems and subsystems are accurate and in balance.  

R031
1101
CG-14
Senior Franchise and Asset Marketing Specialist
65S161
Provides marketing and sales advice related to loans and other assets involved in the resolution of failing financial institutions. Serves as a principal point of contact on matters related to the preparation of information packages and asset valuation estimates, and the structuring and marketing of complex assets to maximize bidder interest and purchase price. Prepares complex legal documents governing the sale of failing financial institutions and loan assets. Identifies and contacts potential bidders for failed bank assets.

R032
1101
CG-14
Senior Claims Systems Analyst


65S160
Serves as a technical expert in the area of deposit insurance claims. Provides advice and guidance on all matters related to deposit insurance, its laws, rules, regulations, policies, and procedures. Serves as subject matter expert on claims IT development and enhancement projects. Tests proposed improvements to the claims process and system to determine error rates, the cost of such errors, and whether proposed changes will improve results. Coordinates the most complex payments of Deposit Insurance and dividends. Gathers and analyzes highly complex documentation to determine the appropriateness of claim transactions and the acceptable method of handling these transactions.. 

R033
1101
CG-14
Senior Analysis and Evaluation Specialist

65D124
Serves as a technical expert in the area of asset valuation. Exercises responsibility for matters relating to valuation methodology for assets of failing or failed financial institutions, including development of valuation methodology and assumptions, revisions and updates to reflect changing market conditions, and market research regarding financial asset pricing and discount rates for asset types. Provides technical advice concerning concepts or transactions for the sale of assets of highest value ane complexity.

R034
1160
CG-14
Environmental Specialist



65S105

Serves as technical expert in managing the conduct and technical review of the most complex, sensitive environmental site assessments and other environmental studies.  Develops appropriate adherence action to federal and state regulatory agencies & develops management strategies/plans for addressing environmental hazards and natural resource issues.  Manages development of remediation alternatives, as well as selection of remediation plan.  Reviews contracted services to determine appropriateness of actions and recommendations & monitors work of vendors to ensure adherence to FDIC and regulatory policy.

CG-13
R035

0301
CG-13
Appraisal Review Specialist


65S076

Reviews and analyzes real estate appraisals ordered by the FDIC to ensure properties have been appraised as ordered; valuation concepts applied correctly, assumptions clearly presented and adequately justified; and appraiser opinions are consistent with current market conditions.  Responsible for reviewing, evaluating and reporting the progress of asset disposition efforts and matters related to receivership operations.  Provides advice and assistance regarding real estate appraisal problems and operations conducted throughout the office.

R037
0301
CG-13
Budget Specialist




65S131

Responsible for reviewing, analyzing and making recommendations on matters and transactions related to formulation, preparation, submission, control, and monitoring of the budget and various reports and data.  Compiles, evaluates, and finalizes required budget data and information and completes forms and schedules for administrative review and approval.  Provides cost benefit evaluation and analysis of proposed and actual budgetary information and data to ensure completeness and accuracy and makes appropriate recommendations.  Compiles and evaluates various statistical reports and other management reports where statistical data is required.  Formulates and implements the effective use of systems to gather, compile, report, and monitor required budget information and data associated with the liquidation process.

R039
0301 
CG-13
Resolutions Information Specialist


65D088

R039
2210
CG-13
IT Specialist (Network Services) 


65D119
Engaged in information technology activities related to resolution of problem financial institutions and ongoing processing activities for support and management of receivership assets and liabilities.  Serves as Team Leader for Information Technology work at failing and failed financial institutions and provides direction to others on the team to successfully oversee computer operations and provide data to closing team.  Conducts highly complex analytical assignments, systems analysis work, IT network and security analysis, network administration, and maintenance of specialized databases and software applications.  Responsible for providing support for automated systems, gathering information, data translation into formats compatible with software programs unique to the FDIC, and data conversion. 

R040

0501
CG-13
Senior Financial Management Analyst


65D094

Specializes in one or more of the following financial systems:  The General Ledger (FIMS); The Accounts Payable Systems (APPO); Control Totals Module (XTM); National Processing System (NPS); Liability Dividend System (LDS); Subsidiary Systems of Records which interface into the General Ledger; Asset Information Management System (AIMS); Loan Servicing Systems of Record; Service Request Tracking System (STS); Automated Conversion System (ACS); Warranties and Representations Accounts Processing System (WRAPS).  Inputs required financial information from source documents into assigned financial systems within specified timeframes, reconciling any differences.  Verifies data output, locating and correcting discrepancies.  Prepares correction vouchers and inputs approved corrections into assigned systems.  Researches, collects, analyze, and classify information from files, records, and other sources for entry into financial systems.  Provides technical advice and guidance in response to internal and external inquiries related to assigned work.  As required, participates in financial institution closings.

R041
0501
CG-13
Senior Assessment Auditor


65D105

Responsible for the audit report review and verification program.  Also provides a leading role in the development, preparation and maintenance of administrative reports and schedules.  Reviews and analyzes the most complex and difficult assessment audit reports and supporting work papers; preparing a summary of findings.  Coordinates the training, development and implementation of automated systems using in the assessment audit process or reporting of assessment revenues.  Participates in the selection and selection of hardware, testing, implementation and enhancement of software programs and in the preparation of user manuals. 

R042
0510
CG-13
Senior Tax Accountant



65D114

Insures all tax filing requirements for failed institutions are met.  Reviews closed financial institution transactions to determine applicable tax ramifications.  Reviews all tax returns prepared by outside accounting firms for their accuracy as well as timeliness.  Directs the preparation of receivership and subsidiary returns.  Insures that the regional tax inventory is in full compliance with all Federal and State tax requirements.  Coordinates the exchange of information with the DRR and DOF Accounts Payable Units.  For the Accounting Manager, directs and coordinates the daily tax accounting activities performed in the office.      

R043
0510
CG-13
Senior Capital Markets Accountant


65D122
Reviews complex capital market products, underlying collateral, legal agreements and off balance sheet assets to provide recommendations on the management and disposition of these products. Evaluates and forecasts ongoing liquidity and funding issues. Establishes the inception balances of the capital market assets previously owned by the failed bank and provides an accounting of each transaction impacting the legal balance of the individual assets. Ensures that data integrity and consistency is maintained in the conversion, processing, and reporting of the capital market assets.

R044
0510
CG-13
Senior Financial Institution Accountant

65D121
Provides technical advice on accounting and proper classification of balance sheet line items to regulatory reports. Determines accounting methods, practices and procedures to be used on matters such as the need for automation applications, documentation and systems controls. Coordinates with system personnel to design subsystems and draft the functional requirements document. Makes corrections for problems associated with the operation of interfaces between the G/L systems and its subsystems, other mainframe systems, and PC applications. 

R046
1101
CG-13
Resolutions & Receiverships Specialist

65S137

Assists in developing, evaluating and implementing policies, procedures & guidelines related to DRR’s resolutions and receiverships activities; provides advice and guidance to staff on same.  Identifies need for automated systems, reports, database support and other information resources; serves as division representative on related users groups.  Gathers, compiles, researches and manipulates financial and other data to prepare documents, management reports and presentations.  Analyzes financial data to determine the soundness, risks and value of assets and liabilities; evaluates reports and makes recommendations on failing, failed or acquiring financial institution transactions.  Monitors contracts and agreements between FDIC and other parties; assures adherence to terms, standards and procedures.  Develops and evaluates asset collections and liquidation proposals.  Facilitates meetings between FDIC officials and various outside parties; participates in negotiations.
R047
1101
CG-13
Franchise and Asset Marketing Specialist

65S163
Provides marketing and sales advice related to loans and other assets involved in the resolution of failing financial institutions. Serves as a point of contact on matters related to the preparation of information packages and asset valuation estimates, and the structuring and marketing of assets to maximize bidder interest and purchase price. Reviews, evaluates and reports the progress of asset disposition efforts and matters related to receivership operations. Identifies and contacts potential bidders for failed bank assets.

R048
1101
CG-13
Claims Systems Analyst



65S162
Serves as a technical expert in the area of deposit insurance claims. Provides advice and guidance on all matters related to deposit insurance, its laws, rules, regulations, policies, and procedures. Serves as subject matter expert on claims IT development and enhancement projects. Tests proposed improvements to the claims process and system to determine error rates, the cost of such errors, and whether proposed changes will improve results. Coordinates payments of Deposit Insurance and dividends. Coordinates highly complex reconciliation of DOF’s liability accounting.

R049
1101
CG-13
Analysis and Evaluation Specialist


65D125
Serves as a technical expert in asset valuation  Exercises responsibility for matters relating to valuation methodology for assets of failing or failed financial institutions, including development of valuation methodology and assumptions, revisions and updates to reflect changing market conditions, and market research regarding financial asset pricing and discount rates for asset types. Assists in the preparation of asset valuation reports using approved corporate methodology.  Assures proper internal controls are utilized to minimize risk of errors in pricing assets for sale.

R050
1530 
CG-13
Statistician




65D103

Responsible for providing expert advice and consultation to senior management on statistical theory and methods to be applied to analyze and evaluate corporate financial and organizational data.  Analyzes and validates statistically the asset valuation-reserve estimation processes which directly impact the Corporate financial statements.  Develops methodology for extracting a sample of Assets in liquidation which ensures that asset values and resulting reserve estimates are statistically valid.  Performs macro-level trend analyses to forecast projected relationships of cost to the Insurance Funds, Business Lines, Receiverships and programs, and generates statistics which enables cost allocation process to perform calculations on information not otherwise available.  

R051
2210
CG-13
IT Specialist (Data Management)


65D129
Serves as EDP manager for financial institutions in various stages of resolution. Directs the composition of resolution data, oversees assigned BIS staff, provides EDP operations support, data and reports, and serves as general systems technical consultant for the resolution team. Assesses banks’ EDP systems and provides complete plans that address computer systems configurations and EDP business process and how they will be controlled and operated during resolution.

1101
CG-13
Financial Crimes Specialist


65S165

Serves as an expert regarding criminal conduct in failed banks. Coordinates investigation, enforcement, settlement & restitution activities with other FDIC Divisions & Offices, other financial regulatory agencies, FBI, Dept. of Justice, etc. Serves as an expert in collection of restitution orders, where a failed bank is the victim.  Provides expert testimony in grand jury and other criminal proceedings.  Investigates the most complex failed financial institution issues, including professional liability claims and bond claims.  Uses bank accounting methods to re-establish both professional liability claims, as well as criminal conduct. 

CG-12

R053
0301
CG-12
Public/Governmental Relations Specialist

65S067

 Responsible for timely and accurate completion and editing of the highest level Freedom of Information Act (FOIA) and Congressional inquiries and the assurance that all proper rules and regulations are being followed.  Serves as technical advisor to senior management concerning these matters.  Writes and edits responses to requests.  Researches necessary statutes, regulations and/or policy to prepare responses.  Responsible for ensuring the technical accuracy of all FOIA and Congressional inquiry responses.  Interacts with the public to resolve various questions concerning areas within the Division.  Conducts periodic operations review to determine the work product output and determines/recommends how it can be improved.    Prepares reports required by Division, ensuring their accuracy; and provides recommendations as to how efficiencies can be achieved.

R055
0301
CG-12
Resolutions Information Specialist


65D089

Responsible for providing support for automated systems, gathering information, and data translation into formats compatible with software programs unique to FDIC, and data conversion.  Engages in information technology activities related to resolution of problem financial institutions and ongoing processing activities for support and management of receivership assets and liabilities.  Participates in pre-closing data gathering and data analysis.  Participates in financial institution closing activities.  Maps data from financial institutions’ applications to FDIC applications.  Ensures data integrity and consistency is maintained in the conversion, processing and reporting of data.  Reconciles subsidiary systems to financial systems assigned.  Maintains various databases and develops new databases as required/assigned.  Maintains procedure manuals, and electronic and paper files.  Provides user support for business applications and develops spreadsheets and other tools for users as assigned.  

R056
0301
CG-12
Training Specialist



65D084

Assists in staff development programs pursuant to Corporate and Division policies and procedures.  Responsible for identifying and development of courses required to meet specialized needs of Division.  Plans and develops new course offerings and reviews existing courses for regional employees.  Evaluates and analyzes need to provide adequate course coverage and to assure staff development objectives are met.  Coordinates and schedules training classes.  Selects schools, seminars, and other training course resources.  Serves as course administrator in the selection of personnel for the training offered; the evaluation of course materials, and evaluation of the course to employees.  Performs statistical analysis of course evaluations to rate course effectiveness for future planning.  Maintains automated profile system of employees to track professional development.  Makes arrangements for training sessions including obtaining supplies, accommodations, course materials, and travel arrangements.  Answers inquiries on training issues and compiles various reports on training activity.

R057
301
CG-12
Financial Information Specialist


65D126
Implements new and modified business and reporting systems for the Division.  Works with business systems to identify and prioritize business requirements, conduct user acceptance tests of new or enhanced systems related to resolution and receivership activities. Maintains and enhances automated systems and provides input on the automation of existing manual systems. Works with DIRM in system development projects.

R058
0501
CG-12
Assessment Auditor



65D101

Serves as technical quasi-supervisor for assessment audit assignments requiring a team of assessment auditors.  As such, synthesizes the work of the team, develops completed audit product, assesses the progress of subordinate team members, and provides assessment audit manager with performance feedback.  Conducts entrance conference with financial institution officials, explains purpose, procedures and scope of audit and answers questions.  Accomplishes assessment audit steps through interviews and computer assisted audit techniques to gather, document, and summarize data.  Prepares entire examination report in a complete and organized manner for assessment audit manager’s review.  

R059
0501
CG-12
Financial Management Analyst


65D096

Performs administrative, financial, and processing activities to manage the assets of failed financial institutions, using the following systems:  Automated Conversion System (ACS); Asset Information Management Systems (AIMS); Accounts Payable System (APPO); Correspondence Control Manager (CCM); Control Totals Modules (CTM); General Ledger (FIMS); Subsidiary Systems of Record interfacing with the General Ledger; Liability Dividend System (LDS); Loan Servicing systems of Record; National Processing System (NPS); Service Request Tracking System (STS); Warranties and Representations Accounts Processing System (WRAPS).  Ensures data integrity and consistency is maintained in the conversion, processing and reporting of assets under the Division’s jurisdiction.  Reconciles the appropriate subsidiary systems to the financial systems assigned.  Participates in financial institution closings.

R060
0510
CG-12
Accountant




65D102

R060
0510
CG-12
Financial Institution Accountant


65D127
R060
0510
CG-12
Systems Accountant



65D001
Maintains data integrity within prescribed accounting systems including the General Ledger, asset management, asset servicing, liability and liquidation.  Streamlines and automates labor intensive manual processes while maintaining internal controls.  Creates and updates specifications for the development and maintenance of general ledge systems for all aspects of their processing, including the input process, posting, system tables, editing, systems documentation, report development, and user documentation.  Responsible for preparation and/or review of Corporate income tax analysis; analysis of corporate tax records at bank closings to identify and secure all tax records necessary to prepare failed institution’s tax returns; ensures all tax filing requirements for failed institutions are met; and prepares complex corporate income and other tax returns. Conducts compliance reviews and audits of insured financial institutions.

R061
2210
CG-12
IT Specialist (Data Management)


65D128
Performs all tasks required to gather, analyze, parse, map and convert financial institution data to specific FDIC system requirements.  Conducts highly complex analytical assignments, systems analysis, and maintenance of specialized databases and software applications. Provides technical recommendations regarding bank data processing issues at bank closings and in-house. 


1101
CG-12
Franchise & Asset Marketing Specialist

65S164

Serves as subject matter and technical expert in the area of franchise and asset marketing and exercises responsibility for the analysis, marketing and sales activities related to the least cost resolution of failing financial institutions and/or for the subsequent sale of remaining loans and other assets.  Serves as a point of contact on matters related to the preparation of information packages and asset valuation estimates, the structuring and marketing of assets to maximize bidder interest and purchase price, and related reporting requirements.  The incumbent is required to attend bank closings and perform tasks related to the closing process.
CG-11
R062
1101
CG-11
Resolutions & Receiverships Specialist

65S139

Gathers, compiles, researches & manipulates financial & other data to prepare documents, management reports & presentations.  Analyzes and reports on failing, failed or acquiring financial institution transactions and recommends actions based on procedure, directive, current policy and the specific characteristics of the institution.  Reviews, monitors and provides a basic analysis of data and other information pertaining to one or more of the functional areas of the division.  My monitor a variety of contracts and/or agreements between the FDIC and other parties, e.g. financial institutions, contractors, third party entities, etc..  Attends meetings with FDIC officials, attorneys, accountants, contractors, representatives of financial institution or other private sector business management, potential acquirers and/or other federal/state regulatory officials.  Participates in negotiations, which include analysis of the strengths, weaknesses, risks and value of the FDIC position and interests.  Prepares cases, memoranda and other documents concerning a myriad of issues and financial matters.

CG-09

R063

1101
CG-9
Resolutions & Receiverships Specialist

65S140

Reviews, analyzes & makes recommendations on matters and transactions related to resolutions and receiverships.  Researches, compiles, manipulate & evaluate data; prepares a variety of documents, management reports, and presentations.  Analyzes and reports on failing, failed or acquiring financial institution transactions and recommends actions.  Collects, analyzes, and reports data using a variety of information systems.  Reviews, monitors and provides basic analyses of data and other information pertaining to resolutions & receiverships.  May monitor contracts and/or agreements between the FDIC and other parties; assures adherence to contract terms, standards and procedures.  Reports unusual transactions, irregularities, weaknesses or deficiencies of file documentation to the senior specialist.  Attends meetings with FDIC officials and other parties; participates in negotiations.  Prepares cases, memoranda and other documents.  Participates in financial institution closings.

R065
0501 
CG-9
Financial Services Specialist


65D097

Prepares reconciliations of consolidated disbursement account, site depository account, Federal Reserve Bank accounts, servicer depository accounts and property management depository accounts.  Reviews and corrects highly complex transactions related to settlements, bulk sales, LAMIS interface, owned real estate and asset repurchases.  Creates and maintains Liability and Dividend system data base from Receiver’s Certificates, reconciling to the general ledger and Claims records.  Prepares and coordinates payment of dividends.  Reconciles Serviced Asset Pool (SAP) general ledger accounts on the SAP FIN with Receivership FIN account balances.  Reconciles liquidation accounts having corresponding relationships with corporate account balances.  Reviews, audits, and processes time and attendance payroll transmission data.  Creates and maintains the check reconciliation system.

CG-08
R066

0303
CG-8
Resolutions & Receivership Technician*

65S144




*“Incumbency Only”; reverts to CG-7 65S143 when vacated
Provides technical and administrative support for a variety of resolutions & receiverships activities including resolutions, claims administration, credit administration, customer service, investigations, real estate management, asset sales/real estate sales/asset marketing, asset claims, securities transactions, receivership benefits, collateral release & terminations.  Participates in financial institution closings.  Assists in researching & responding to inquiries from FDIC employees, financial community & general public.  Establishes & maintains files, records, correspondence & automated data.  Gathers & compiles data, prepares reports & documents for use by resolutions staff.  Assists in reviewing, reconciling, processing & preparing a variety of financial related cases.  

R067

0525
CG-8
Lead Accounting Technician


65D099

Leads group of accounting technicians responsible for maintaining general ledger control accounts and subsidiary accounts for closed insured financial institutions.  Determines priorities, monitors progress of work assignments, and makes appropriate adjustments.  Trains new accounting technicians within their functional area.  Leads the accounting technician function for receiving, analyzing and classifying liquidation receipts; preparing disbursements in payment of liquidation expenses; and maintaining general ledgers and certain subsidiary records of financial institutions.

CG-07
R069

0303
CG-7
Resolutions & Receivership Technician

65S143

Provides technical and administrative support for a variety of resolutions & receiverships activities including resolutions, claims administration, credit administration, customer service, investigations, real estate management, asset sales/real estate sales/asset marketing, asset claims, securities transactions, receivership benefits, collateral release & terminations.  Participates in financial institution closings.  Assists in researching & responding to inquiries from FDIC employees, financial community & general public.  Establishes & maintains files, records, correspondence & automated data.  Gathers & compiles data, prepares reports & documents for use by resolutions staff.  Assists in reviewing, reconciling, processing & preparing a variety of financial related cases.  

R071
0503
CG-7
Financial Technician



65D093

Provides technical support and assistance to the professional staff involved in the review, analysis, evaluation, and coordination of transactions related to the management and liquidation of receivership and corporate assets and liabilities and support deposit compliance audits.  Uses and specializes in one or more of the following financial systems:  The General Ledger (FIMS); The Accounts Payable System (APPO); Control Totals Module (CTM); National Processing System (NPS); Liability Dividend System (LDS); Correspondence Control Manager (CCM); and Subsidiary Systems of Record which interface into the General Ledger.

R072
0303
CG-7
Training Assistant



65S043

Provides technical support and assistance to professional staff members involved in implementing interdepartmental, on-the-job, and correspondence training programs. Schedules training classes and notifies participants. Assists with arrangements including supplies, accommodations, course materials, travel authorizations.  Establishes & maintains training-related files & records.  Obtains information from files, records, and other sources use by professional staff.  Maintains training data on automated systems, generates reports.  Provides technical advice and guidance on training matters.  Participates in financial institution closings, performing a variety of clerical/technical functions.  Types letters, memorandum, and other documents.

CG-06

R074

0303
CG-6
Resolutions & Receivership Technician

65S142
Statement of Difference to Resolutions & Receivership Technician, CG-303-7, Job Code 65S143.  Provides technical and administrative support for a variety of resolutions & receiverships activities including resolutions, claims administration, credit administration, customer service, investigations, real estate management, asset sales/real estate sales/asset marketing, asset claims, securities transactions, receivership benefits, collateral release & terminations.  Participates in financial institution closings.  Assists in researching & responding to inquiries from FDIC employees, financial community & general public.  Establishes & maintains files, records, correspondence & automated data.  Gathers & compiles data, prepares reports & documents for use by resolutions staff.  Assists in reviewing, reconciling, processing & preparing a variety of financial related cases.  

R075

0318
CG-6
Secretary (Typing)



65S016

Performs a variety of secretarial and administrative support duties; types reports, forms and statistical material in final form; receives visitors and telephone calls and refers to appropriate staff member; reviews incoming mail to determine appropriate distribution; reviews outgoing correspondence for conformance with administrative and office policy; organizes and maintains files and records; assembles and summarizes information from files and reports as required by supervisor; makes all necessary travel arrangements.      

CG-05

R076

0303
CG-5
Resolutions & Receiverships Technician

65S153

Assists in supporting one or more of the resolutions and/or receiverships operational areas.  Locates and assembles materials for reports, correspondence and studies.  Provides general information pertaining to other government agencies and financial institutions.  Helps coordinate customer matters that require further action.  Assists in the establishment and maintenance of financial-related files, records, correspondence, and information on automated systems.  Obtains information from files, records and on-line services.  Participates in financial institution closings, performing a variety of clerical and/or technical functions required to provide general customer service and administrative support.  Assists in reviewing, reconciling, processing and/or typing a variety of financial-related cases, pertinent documents, reports and general correspondence.  Performs a variety of administrative tasks including time keeping, planning meetings and conference, and miscellaneous clerical tasks.    

R077
0318
CG-5
Secretary (Typing)



65D113

Performs a variety of secretarial and administrative support duties for various staff members such as typing reports, forms, and statistical material in final form; receives telephone calls and visitors and refers them to the appropriate staff member; routes incoming mail to the appropriate party; reviews outgoing correspondence for accuracy; assembles information and documents as requested; organizes and maintains files, records, manuals, etc., makes all travel arrangements for supervisor and other staff members as requested.
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