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Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Assists in developing, preparing, analyzing and/or revising budgets and supporting schedules for assigned organizations or program areas. 


Job Responsibilities & Performance Standards:
1. Assists in preparing the annual budget for the assigned technical college, agency or program area;

2. Analyzes budgeting and accounting reports/requests to maintain expenditure controls;

3. Prepare invoices and monitors the revenue accounts;

4. Compiles and prepares complex reports;

5. Assesses financial data to determine the resources required to implement a program, or to analyze trends;

6. Analyzes or develops policy and budge-related initiatives.  Makes recommendations based on analysis;

7. Examines budget estimate for completeness, accuracy, and conformance with procedures and regulations;

8. Maintains databases, financial systems or equipment (fiscal information systems, bookkeeping or recording systems);

9. Monitors technology expenditures through DOAS and GTA;

10. Examines entries, statements, expenditures and other accounting and financial records, documents and systems;

11. Prepares or assists with preparing budget amendments;

12. Requests budgetary codes, tracks physical inventory or record/audit expenses, or documents use of funds and adheres to budget allocations

13. Performs cost-benefit analyses;

14.  Receives monthly time allocation reports and enters information into database

Sample Technical Competencies:
1. Ability to interpret and explain reports, perform research, analyze data and organize information; 

2.
Knowledge of budget development and legislative processes;

3.
Knowledge of techniques used in collection, review and presentation of data;

4.
Knowledge of expenditure trends, program purposes and results;

5.
Knowledge of financial systems, classes, fund sources, accounts and spending flexibility parameters;

6.
Ability to use financial software.

Entry Qualifications:
Bachelor's degree in public administration, business administration, accounting, finance or a related area *and* one year of fiscal analysis experience.

Preferred Qualifications:
No preferred qualifications information is available. 

Career Development Levels:
No Levels & performance standards information is available.
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