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Classification Specification
	

	
	2130100

	
	BUDGET ANALYST I



Class Summary

The responsibilities of this classification include a variety of analytical and technical duties involved in the preparation, presentation, implementation and monitoring of operating and capital improvement budgets. Judgment and conclusions drawn from work performed are subject to direct input, review and monitoring by supervisory personnel on a regular basis.

Distinguishing Characteristics

This is the first level within a four-level Budget Analyst classification series. This classification is distinguished from the Budget Analyst II in that incumbents in this class are given assignments that are specific in nature and work is reviewed while in progress, as well as upon completion, to ensure compliance with instructions and guidelines.

Examples of Duties (May vary by position)

1. Complete routine reports, worksheets and computations for the preparation and implementation of the budget in accordance with office procedures and standards.

2. Review and evaluate departmental requests for operating and capital budgets by performing financial, programmatic and policy analyses at the direction of supervisor. Work in conjunction with agency staff to identify significant budget issues for consideration by budget director and agency management.

3. Develop alternatives and recommendations, with guidance and instruction from supervisor, for consideration by budget director and County Executive staff. Prepare documentation supporting Executive’s final budget decisions. Respond to Council staff requests for information on the Executive’s budget.

4. Conduct required analyses including cost comparisons, performance evaluation, program review, life cycle/cost benefit analyses and long-term expenditure/revenue forecasts for ad hoc assignments. With review and input from supervisor, prepare supporting documentation for presentation to budget director, Executive staff, agency staff and Metropolitan King County Council.

5. Prepare ordinances and motions with supporting narratives and analyses at the direction of supervisor for Executive’s signature.

6. Monitor agency implementation of adopted budgets and report deviations from the budget to supervisor.
7. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of Generally Accepted Accounting Principles (GAAP)

Knowledge of governmental accounting and finance

Skill in reading, writing, understanding and following technical instructions

Skill in the use of personal computers, mainframe systems and word processing, spreadsheet and database management software

Skill in math and statistics

Skill in handling a number of projects or tasks simultaneously

Problem solving and analytical skills

Interpersonal skills

Organizational skills

Research skills

Economic-analysis skills

Licensing/Certification Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Budget Analyst I, II and III
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