Job Announcement
POSITION TITLE:	Budget Analyst

STATUS:	Full-Time Immediate Opening
CLOSING:	August 23rd, 2024

SALARY:	Up to $80,000/year - Commensurate with Experience and Qualifications

Basic Purpose
Positions in this job family perform analytical work involving the collection and evaluation of agency financial data, budgetary control records, and other information concerning agency expenditures and revenues to determine budget requirements, develop budget work programs, prepare proposed legislation, and develop justification for requested funding levels. This includes the analysis of financial information concerning expenditures for payroll, capital projects, operating expenses, supplies and equipment, professional services contracts, and other costs, and of projected revenues from various fees, taxes, tolls, investments, appropriations, and other sources and developing recommendations or
proposals concerning appropriate changes. It also includes the allocation of projected revenues to various functions and activities, continuing review and evaluation of actual expenditures and revenue against budget projections and adjusting or corrections as needed.

Job Description
Responsibilities
· Review and assess agency budget work programs for constitutional and statutory compliance, technical accuracy, and agency budget explanations. *
· Analyze, and post agency budgets and budget revisions in the state system of record, establishing expenditure limits. *
· Track, monitor and analyze legislation to identify critical fiscal and policy implications for executive leadership. 
· Consolidate, analyze, and report agency budget requests.
· • Compiles data related to agency financial transactions and operations, revenues, and expenditures.
· Analyzes financial information concerning personnel, capital projects, supplies, and equipment, professional services, and other expenses; determines budgetary requirements by function and activity.
· Participates in surveys, studies, meetings, and legislative hearings concerning agency financial requirements; provides assistance to agency managers and supervisors in preparing budget estimates and proposals; conducts research and analysis on proposed legislation or other factors affecting budget requirements.
· Reviews revenue projections from appropriations, fees, taxes, tolls, and other sources; matches projected revenue to projected expenditures; makes recommendations concerning changes in program goals, workloads, staffing patterns, funds distribution, and other areas; identifies needs for changes in various sources of revenue.
· Develops agency budget work programs, including justification; prepares proposed legislation.


Knowledge, Skills, Abilities, and Competencies
These include.
· knowledge of the principles and practices of organization and management; of public administration; of methods and techniques for conducting research and analysis. 
· Knowledge of various sources of revenue available to governmental agencies.
· Knowledge of typical expenditures required to provide governmental services.
· Knowledge of the principles and practices of governmental accounting and budgeting.
· Knowledge of program evaluation techniques and services which can be provided by other sources, including the private sector.
· Knowledge of the legislative process, and of the principles and practices of effective communication.
·  Ability to review and analyze financial data; establish realistic budget goals, organize and present facts and opinions accurately, analyze and understand agency goals and objectives; and establish and maintain effective working relationships with others.

Physical Demands and Work Environment
This position works in a comfortable office setting with a computer for a large percentage of the workday. The noise level in the work environment is usually mild.  Some travel may be required.

Minimum Qualifications
· Bachelor’s degree
· two years of professional or technical experience in public policy analysis, governmental budget administration or closely related work preferred.

Application Requirements
· Applicants must include Cover Letter and Resume when applying.

Disclaimer: This job description is intended as a summary of the primary responsibilities of and qualifications for this position. The job description is not intended as inclusive of all duties an individual in this position might be asked to perform or of all qualifications that may be required either now or in the future.  

The Oklahoma District Attorneys Council (DAC) provides equal employment opportunities to all employees and applicants for employment and prohibits discrimination and harassment of any type based on race, color, religion, age, sex (including gender identity or expression and pregnancy), national origin, sexual orientation, disability status, genetics, protected veteran status, or any other characteristic protected by federal, state, or local laws. DAC also has a strict no-retaliation policy that prohibits retaliation against individuals who report discrimination or harassment, or who participate in investigations into such conduct. This policy applies to all terms and conditions of employment, including recruiting, hiring, placement, promotion, termination, layoff, recall transfer, leaves of absence, compensation, and training. 
 

 

