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CLASS SPECIFICATION
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13
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OVERTIME STATUS:
N
BUDGET MANAGEMENT ANALYST I

DESCRIPTION:   This is professional work in the Budget Division of the Department of Administrative Services, involving budget analysis and management.  Under the direct supervision of Senior Executive Analyst and the Executive Management Analyst II, employees perform preparation, documentation, implementation and control of fiscal budgets and programs within small

agencies.  Employees act in a training capacity receiving close supervision.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Performs analysis and review of small agency budgets to ensure compliance with budget requirements and recommends appropriate revisions to supervisor.

Assists in developing, reviewing and monitoring of management and budgetary reporting systems.

Evaluates program effectiveness and efficiency and makes recommendation on program policy, emphasis and direction.  Assists in research and drafting of legislation and prepares fiscal notes for executive and legislative bills.

Confers with agency personnel concerning specific agency programs, facilities and staffing patterns.

Researches and evaluates current programs within assigned agencies and makes recommendations for changes.

Aids department heads in implementing new programs by providing necessary fiscal and management analysis and information.

Supplies special fiscal and programmatic data and plans at the Governor's request.

Assists in coordinating the fiscal activities of the state with federal government representatives.

Performs related work as required.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  principles, practices and procedures of public administration, budgeting, economics, statistics, finance management and law.

Ability to:  analyze state agencies and their operations and to make recommendations for efficient and economical operating methods; evaluate program effectiveness and analyze budgetary data trends; direct the work of others; communicate effectively and establish and maintain effective working relationships with members of the press, Legislature and personnel of both the executive branch and state agencies; analyze financial reports.

BUDGET MANAGEMENT ANALYST I (continued)

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combination of training and/or work experience that will enable the incumbent to perform the required knowledge, skills and abilities. A general qualification guideline for positions in this class is a Bachelor's degree in public administration, finance, economics or related area plus two years of

work experience in public administration, finance, economics or related area. Experience may be substituted for education on a year-for-year basis.

