CITY OF SHORELINE

BUDGET ANALYST
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended to reflect all duties performed within the job.
DEFINITION
To assist in developing the annual operating and capital budgets for the City; to provide analysis, projections and recommendations on revenues, expenditures and financial policies; and to monitor, analyze and report on State legislation that could impact local revenues.

DISTINGUISHING CHARACTERISTICS
This is the full journey level class within the Budget Analyst series. Employees within this class perform the full range of duties as assigned. Positions at this level receive only occasional instruction or assistance as new or unusual situations arise, and are fully aware of the operating procedures and policies of the work unit. This class is distinguished from the Senior Budget Analyst in that the latter assumes responsibility for coordinating the budget development process and provides assistance in implementing the approved budget.

SUPERVISION RECEIVED AND EXERCISED
Receives general supervision from the Senior Budget Analyst.

ESSENTIAL AND MARGINAL FUNCTION STATEMENTS Essential and other important responsibilities and duties may include, but are not limited to, the following:
Essential Functions:
1.
Assist in developing the annual operating and capital budgets for the City; produce budget documents in coordination with higher level staff; participate in budget approval process.

2.
Perform budget analyses and reporting functions; track and project current revenues including property, sales and gambling taxes, permit, franchise and recreation fees, grant awards, court fines, Federal aid and State shared revenue; prepare monthly reports on department expenditures.

3.
Monitor and analyze State legislation that could impact local revenue; coordinate with other jurisdictions and organization of fiscal legislative issues.

4.
Participate in the development and implementation of enforcement programs for City-collected revenue sources, including sales and gambling taxes.

5.
Participate in the development and management of various database programs in order to support budgeting, tracking, analysis and financial reporting; develop reporting formats.

6.
Oversee contracts for District Court services; review invoices and authorize payments; negotiate annual filing fees 

7.
Provide staff assistance to the City Council in preparation of the operating budget; participate on a variety of boards, commissions and committees; prepare and present staff reports and other necessary correspon​dence.
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QUALIFICATIONS

Knowledge of:
Principles and practices of local budget preparation and administration.

Methods and techniques of financial analysis.

Principles and procedures of financial record keeping and reporting.

Generally accepted accounting principles.

Operational characteristics of computerized financial reporting programs.

Principles and practices of contract administration.

Microsoft Office with proficiency in Word and Excel.

Pertinent Federal, State and local codes, laws and regulations.

Ability to:
Assist in developing the annual operating and capital budgets for the City.

Provide analysis, projections and recommendations on revenues, expenditures and financial policies.

Prepare clear and concise administrative and financial reports.

Coordinate and administer assigned contracts.

Summarize and communicate complex financial information to a variety of audiences.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Maintain physical condition appropriate to the performance of assigned duties and responsibilities.

Experience and Training Guidelines
Any combination of experience and training that would likely provide the required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:


Experience:

Two years of increasingly responsible budget analysis or preparation experience.


Training:

Equivalent to a bachelor's degree from an accredited college or university with major course work in finance, business administration, accounting or a related field.

WORKING CONDITIONS
Environmental Conditions:

Office environment; exposure to computer screens; extensive contact with City staff.

Physical Conditions:

Essential and marginal functions may require maintaining physical condition necessary for walking, standing or sitting for prolonged periods of time; communication with staff; near visual acuity for reading numerical figures, and extensive use of computer keyboard.

PRIVATE 
Note:
1.
Any combination of education and experience may be substituted, so long as it provides the desired skills, knowledge and abilities to perform the essential functions of the job.

2.
All requirements are subject to possible modification to reasonably accommodate individuals with disabilities.  However, some requirements may exclude individuals who pose a direct threat or significant risk to the health and safety of themselves or other employees.

3.
While requirements may be representative of minimum levels of knowledge, skills and abilities to perform this job successfully, the incumbent will possess the abilities or aptitudes to perform each duty proficiently.

4.
This job description in no way implies that these are the only duties to be performed.  Employees occupying the position will be required to follow any other job-related instructions and to perform any other job related duties requested by their supervisor.

I have read and understand this class description.
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