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DUTY STATEMENT

	Classification:
	Analyst II

	Working Title:
	Senior Budget Analyst

	Position Number:
	917-190-5393-832

	Division:
	Administrative Services Division – Financial Services Section - Budget Unit

	Incumbent:
	VACANT

	
	


SECTION A: General Description
Under the general direction and supervision of the Chief Fiscal Officer, a Supervisor II in the Financial Services Section – Budget Unit, the Analyst II (Senior Budget Analyst) independently performs a wide range of analytical duties related to budgeting, accounting, and grant administration in support of the Corrections Planning and Grant Programs (CPGP) Division. The incumbent is responsible for intermediate to complex technical work involving the coordination, development, review, and administration of the BSCC’s budget. This position requires a high level of accuracy, initiative, and customer service in providing financial data, reports, and recommendations to management, staff, internal programs, and external stakeholders. The incumbent is expected to identify and implement effective solutions to financial issues as they arise.
SECTION B: Essential Functions
The incumbent must have the ability to perform the following essential functions with or without reasonable accommodation:
	Percentage
	Description of Duty

	40%
	Program Fiscal, Budgets, and Accounting: Develop and update budget projections and planning documents for the agency and CPGP Division, analyze financial and budget status reports for accuracy and fund availability; evaluate and project program expenditures; resolve budget-related problems such as accounting and/or coding errors, take corrective action as needed.
Reconcile internal databases to FI$Cal reports, monthly SCO Tab Runs, and federal reconciliation documents to ensure expenditures are captured under the appropriate State/Federal funding stream.


Update, review, and analyze financial data in the FI$Cal system ensuring the accuracy and completeness of all budgetary and accounting entries.
Provide quarterly reconciliations of all open Federal awards to BSCC Accounting Staff to be used for filing Federal Financial Reports.

	25%
	Budget Development and Administration: Monitors and maintains the BSCC’s operating budget. Develops complex budgets for each division and loads operating budgets into FI$Cal. Runs FI$Cal financial reports to forecast expenditures; adjusts budgets throughout the fiscal year based on updated projections. Consults with division staff regarding all aspects of monitoring their expenditures by program, category of expenditure, and fund source. Evaluates expenditures and projections for accuracy and consistency against encumbrances and prior-year expenditures. Monitors and reconcile Budget Act appropriations to budget expenditure levels to ensure proper financial controls are in place. 
Prepare and review baseline budget and budget revisions related to program and grant appropriations.
Complete various budget drills and other inquiries from the Department of Finance, Legislature, Legislative Analyst’s Office, etc.

	20%
	Grant/Contract Administration: Oversee and make recommendations for approval of contracts and contract amendments, which include verification of the allocation amount(s), and that accurate and relevant information is provided.
Ensure the timely and accurate processing of invoices, including analysis of claims for eligible and ineligible costs. Review and approve invoices and budget/program modifications before they are forwarded to the appropriate Field Representative to ensure expenditure and coding information is applied to the appropriate State/Federal grant program. Ensure all fiscal-related databases contain current and accurate expenditure information.
Provide budget planning documents to Field Representatives as it relates to their respective program expenditure patterns and surplus/deficit trends. Develop and maintain desk procedures.

	10%
	Data Collection: Maintain multiple internal and external tracking systems to ensure grant balances and expenditures are posted correctly. Prepare financial data analysis reports for management as needed.

	5%
	Other Budget Related Duties as Required: Responsible for various other budget-related analytical and technical tasks associated with supporting the BSCC’s technical budget. Work with outside agencies to resolve budget and accounting related questions and issues. Update and develop job related procedures. Other duties as assigned. 


SECTION C: Non-Essential Functions
None
SECTION D: ADA Requirement
Alternative(s) will be provided for incumbents who are unable to perform the non-essential functions of the job because of a disability as defined by the Americans with Disabilities Act (ADA).
SECTION E: Knowledge, Skills and Abilities
Knowledge of: Principles and practices of governmental budgeting and accounting; financial structure, uniform accounting system, and financial procedures of the State of California; purposes, functions, and fiscal organization of the various State agencies; laws relating to financial administration of the State Government; principles of public and personnel administration; principles of organization and management; principles and practices of public finance, research techniques and statistical principles and procedures.
Ability to: Develop various types of budget documents; analyze and solve difficult technical budget problems; establish and maintain cooperative relationships with control agency staff and others contacted in the work; speak and write effectively; analyze situations accurately and develop an effective course of action. 
SECTION F: Responsibility For Decisions
(Consequence Of Error)
The incumbent is responsible for exercising a wide degree of initiative in carrying out duties as assigned, and in doing so must ensure accuracy and compliance with BSCC policy as well as State and Federal laws, rules, regulations, and guidelines. The use of poor judgment, or the dissemination of inaccurate information regarding grant funds, could be damaging to the BSCC and could cause time delays and costly corrections for the BSCC and outside agencies. Such errors could result in adverse consequences such as the freezing, or loss of grant funding to BSCC.
Frequent and/or significant errors could jeopardize the level of funding and positions, result in mismanagement of resources, or weaken the BSCC’s credibility with control agencies. 


SECTION G: Personal Contact
The Analyst II will be required to coordinate efforts with various BSCC staff, occasional-to-regular contact with the Department of Finance and FI$Cal staff, and occasional contact with other control agencies and the Legislative Analyst Office. 
The incumbent will actively participate in meetings and be required to communicate grant financial information to state departments, federal agencies, city and county government agencies, community-based organizations, private companies and individuals. 
SECTION H: Work Environment
Work is performed in an open-spaced partitioned, climate-controlled office environment under artificial lighting. The job requires sitting for extended periods of time while using a personal computer or reviewing documents and working papers. There may be occasional in-state travel required. Travel may include flying or driving and overnight stays.  
SECTION I: Physical Requirements
	Check the frequency of activity required of the employee to perform the job

	Activity
(Hours per day)
	Never
(0 Hours)
	Occasionally
(up to 3 hours)
	Frequently
(3 to 6 hours)
	Constantly
(6 to 8 hours)

	Sitting
	
	
	
	X

	Walking
	
	X
	
	

	Standing
	
	X
	
	

	Bending (neck/waist)
	
	X
	
	

	Squatting
	
	X
	
	

	Climbing stairs
	
	X
	
	

	Kneeling
	X
	
	
	

	Crawling
	X
	
	
	

	Twisting (neck/waist)
	
	X
	
	

	Is repetitive use of hand(s) required?
	
	
	
	X

	Simple Grasping (R or L)
	
	
	
	X

	Power Grasping (R or L)
	X
	
	
	

	Fine Manipulation (R or L)
	
	
	X
	

	Pushing/Pulling (R or L)
	
	X
	
	

	Reaching (above/below shoulder level)
	
	X
	
	

	Lifting/Carrying
	Occasionally lift up to 10 lbs. when carrying files, meeting supplies or laptop computer. 




SECTION J: Signature
By signing this document, I acknowledge I understand all requirements and information stated above and understand the duties may be modified in accordance with the established job specifications for the class and in conjunction with office needs and have received a copy of this duty statement.

________________________________________	_____________________
Employee’s Signature					Date

I have discussed and provided a copy of this duty statement to the employee named above.

_______________________________________		_____________________
Supervisor’s Signature					Date
