The Maryl and- National Capital Park and Pl anning Comm ssion

TI TLE: Budget Anal yst GRADE: H CODE: 2190
SERI ES: Accounting and Fi nance DATE: 1/13/88

Cl ass Definition

Under direction, perforns professional budget work on a Conm ssion-

wi de basis involving the preparation, review, analysis and presentation
of the Comm ssion's budgets. Participates in the adnm nistration of the
budget. Performs budget-rel ated studies and anal ysis. Perforns other

rel ated duties as assi gned.

Exanmpl es of | nportant Duties

1. Participates in the preparation and presentation of the
Comm ssion's operating budget docunent. Reviews departnental
budget subm ssions regarding form content, accuracy, conpleteness
and conpliance with guidelines. Analyzes and reconciles proposed
expenditures with estimted revenues. Creates subsidiary schedul es
i n support of the budget. Assists in the presentation of the bud-
get docunent before the Planning Board or County Councils, as
del egat ed.

2. Prepares the adopted budget for distribution.

3. Conduct s budget/fiscal inpact studies and other special nmanagenent
studies as directed. Prepares specialized budget reports.

4. Revi ews nont hly budget account statenents for expenditure trends.

5. Participates in six-and nine-nmonth expenditure reviews of

operating departnment's budgets in conjunction with the Finance
Departnment to nonitor expenditure |levels and to determ ne funding
| evel s and availability.

6. Attends neetings, hearings and work sessions as alternate for the
budget Manager, as del egat ed.

7. Interprets requests having fiscal inplications to the Comm ssion,
and responds to those requests.

8. Participates in expenditure reviews and budget work sessions both
with Comm ssion staff and county governnent staff.

| nportant Worker Characteristics

A. Consi der abl e know edge of (1) the principles and practices of
public adm nistration, particularly regarding financial
managenent; (2) the techni ques of budget preparation and anal ysis;
(3) statistical analysis and other research techniques; (4)
mat hematics; (5) Comm ssion organization, functions, policies and



The Maryl and- National Capital Park and Pl anning Comm ssion

TI TLE: Budget Anal yst GRADE: H CODE: 2190
SERI ES: Accounting and Fi nance DATE: 1/13/88

| nportant Worker Characteristics (Cont)

procedures. *

Skill in operation of (I) mcro-conputer;* (2) user-friendly
software;* (3) cal cul ator

Devel oped primarily after enpl oynent.

Ability to (lI) analyze and eval uate budgetary and ot her managenent
data; (2) prepare concise and conprehensive reports; (3)

communi cate effectively, orally and in witing, with enpl oyees,
officials and the public.

M ni mum Qualifications

1.

2.

Bachel or's degree in Business Adm nistration, Public

Adm nistration or related subjects; or four years of experience in
busi ness/ public adm nistration, including budget analysis; and two
years of experience in governnental budget preparation and

anal ysis; or

An equi val ent conbi nati on of education and experience.

Wor ki ng _Condi ti ons

Wrks in office.



