











01090

Budget Analyst


Grade:  10

FLSA: Exempt

Date:
09/18

Job Summary:  Assists in the formulating and administering the County’s annual budget; monitors and analyzes revenues and expenditures, as assigned; monitors grants; monitors capital expenditures and general obligation bond status; performs other duties as assigned.


Essential Functions:
1. Assists in developing the County’s Annual Budget, including performing relevant analyses, analyzing trend data, and working with departments to ensure accurate and complete submissions;

2. Monitors and analyzes revenues and expenditures for consistency with the approved budget;

3. Assists with  liaison efforts with  all funded entities;

4. Monitors all phases of grants, including assistance with developing the financial aspects of the proposal, review for completeness and consistency with the County and grant budget; monitoring for compliance with financial requirements, and addressing the requirements related to audits of such grant programs; 

5. Responsible for assisting departments with their interaction with grant sponsors and other auditors as it relates to financial and budgetary aspects of grant programs

6. Assist other departments with the development and submission of financial reports for grants and other special purpose activities

7. Monitors activity related to capital projects, including allocation of funding sources and monitoring the utilization of those sources

8. Monitors general obligation bond activity for compliance with agreements, laws, etc.

9. Reviews capital project reimbursement submissions from other agencies and processes the reimbursement

10. Assists with review of budget amendments, journal entries, and procurement actions, as assigned, for consistency with budget and accuracy of account assignment

11. Schedules recurring tasks to meet the need for timely and accurate financial recording and reporting ; prioritizes and reprioritizes to respond to changing circumstances and/or needs

12. Maintains files and other records to support financial transactions and work performed;

13. Utilizes technology effectively in performance of job duties

14. Performs specialized tasks in the County’s financial system, as directed by the supervisor;

15. Exercises professional judgment and discretion when handling information processed in performance of job duties

16. Performs other duties as assigned.


Required Knowledge, Skills, and Abilities:  

1. Ability to gain advanced knowledge of St. Mary’s County Government policies and procedures;

2. Ability to act as a representative of St. Mary’s County Government to the public;

3. Expert knowledge of department practices and procedures;

4. Expert knowledge of advanced accounting and budgeting principles and concepts;

5. Expert knowledge of relevant Federal, State, and local regulations regarding budget and grant administration and management;

6. Ability to effectively communicate with other staff members; ability to coordinate, advise, and work with other professionals;
7. Ability to prioritize and multitask; 
8. Ability to review and analyze existing information and make informed and sound decisions; ability to use available resources to research information;
9. Ability to keep accurate records and maintain organized and current files;
10. Ability to effectively utilize appropriate technology, including County administrative software as well as the County’s financial accounting systems


Education and Experience:  
1. Bachelor’s degree; 

2. Three years or more of experience or additional education in a specialized area;

3. Or equivalent technical training, education, and/or experience.

Physical and Environmental Conditions: 

Work requires no unusual demand for physical effort.

Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices or meeting rooms, e.g., use of safe workplace practices with office equipment, and/or avoidance of trips and falls. 


The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.

I certify that this is an accurate statement of the essential functions and responsibilities of this position.
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