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Classification Specification
	

	
	2131100

	
	BUSINESS AND FINANCE OFFICER I



Class Summary

The responsibilities of this classification include conducting routine and well-defined analyses of budget requests, programs and legislation, special studies and projects that contribute to management and policy decisions made by King County managers.

Distinguishing Characteristics

This is the first level in a four-level Business and Finance Officer professional classification series.  Under general supervision incumbents perform routine analytical and technical duties within established parameters. More complex work is generally performed under the direction of higher-level more experienced staff.
This classification is distinguished from the Business and Finance Officer II in that incumbents at Level II perform a wide variety of analytical, technical and coordinating duties on an independent basis and may lead/supervise the work of support staff. 
The Business and Finance Officer series is distinguished from the Administrator series in that the Business and Finance Officer series is primarily responsible for financial and business analysis, while the Administrator series is primarily responsible for administrative services.
Examples of Duties (May vary by position)

1. Review, analyze and/or prepare organizational requests for operating and capital budgets, evaluate proposed expenditures or programs.

2. Monitor and report expenditures and revenues and perform budget maintenance activities such as forecasting, cost projections, cost summaries and cash flow analysis.

3. Perform routine and well-defined program and performance analysis. Plan and develop presentation materials as an integral part of analysis and recommendations.

4. Collaborate with other staff and management in the development and/or review of appropriations and/or ordinances.

5. Provide support for Metropolitan King County Council hearings and public meetings.

6. Collaborate with other staff and management in the development, preparation and review of financial and operational plans and/or systems.

7. Update and maintain data and other information for projects, databases, budget models and systems. Conduct routine and well-defined financial studies to evaluate proposed expenditures or programs such as cost-benefit analysis and cost allocation.

8. Prepare financial plans and analyze reports to determine compliance or non-compliance with fiscal targets.

9. Perform routine financial and program systems audits. Monitor, track and report audits and project and/or program status.

10. Provide support for the coordination, interpretation and implementation of applicable federal, state and local laws, policies and procedures.

11. Maintain an accounting and/or financial reporting system. 

12. Provide support for the management of specific financial and/or investment functions to meet all federal, state and local requirements. 

13. Coordinate the administration of grants and contracts.

14. Perform other duties as assigned. 
Knowledge/Skills (May vary by position)
Knowledge of Generally Accepted Accounting Principles (GAAP)

Knowledge of automated financial management systems

Knowledge of operating and capital budgeting concepts and practices

Knowledge of financial and program analysis

Knowledge of governmental accounting and finance

Knowledge of contract administration

Knowledge of treasury and investment principles and practices

Knowledge of revenue collection principles and practices

Knowledge of organizational management principles

Knowledge of financial groups

Organization skills

Skill in team building
Skill in problem solving, decision making and analysis
Skill in reading, writing, understanding and following technical instructions

Skill in mathematics and statistics

Skill in handling a number of projects or tasks simultaneously

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

Licensing, Certification and Other 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
	Business and Finance Officer I, II, III and IV
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