Asa valued member of fhe Calirans team, you ke it possible for the Depirteenl to improve the
mobility across California by being bmovative aud fexible; reporting v ‘work as schieduled;
working cooperatively with team members and others; and treating others falcly, honestly and

with respect. Yourefforts axe draportunt to each member of the tedns, as well #8 those we serve.

Under fhie dirsetion of the Chisf, Budget Policy & Developurant Branch (SSM 1), the Associaty Budget . -
Analyst will be responsible for preparing, maltiaining, and developing techuical docucents wed to
create the Department’s porticn of the annval Goversor’s Budget. AS 4 progratn bidget analyst, the -
imoumbent will cordinate and prepare statewide: support budget allocations and reconclie fhioss % the
State Opsiations sppropiations:  Incumbent will prepare expenditure veports and wmopitor internal
budgets; develop Budget Chenge Proposals and Finance Lettors for assigned progras; perform
independent analysis of Snancisl iuformation; review and evaluate budget documentation; coordinate the
preparation and submitial of program budget materials dnd provids training ty budget staff on those
materials; prepare and evaluaie reports for copsistency dind accuracy; and provide lialson functions to
supporting data systems. Teregular howrs durlng peale workload periods mway be required. o

Percentage  Job Description

45%(B) Woiks independently and collsboratively with ‘team members in preparing all Budget
Schedules including, but not Hinted o, past-year, ctirrent-yesr, and budget-year Schedule
108 Pro-Rat/SWCAR, Sch ule 10, Revenus; Schedule 2, Chauges i Avthorized

* Positions; Fund Condifion Statements;. Sunmary by Object Schedulds & & 11, Operating
Expense & Baniprasnt; and Refrabursesvont/Federal for sabmiteal to Department of Finance
{DOF).  Responsible: for the development of the-annual Scheddle § and TA (Salardes &
Wages Supplement), which fcludes providing direction and assistance fo the Position
‘Control Tait, Division of Fuman Resources, on the Schedule §-reconefliation provoss, -
Provides consaltatlve position siansgemerit aud fiscal services is rolated to the Standaed 607
devolopment process, Fvaluates thie depantiontal and program fmpact of all Budget Lathers
{ssued by DO, Busures the Governor’s Budget pockage-has been developed fa conformance
with depavtmental, Agency-and Governor's Uffice policies, and it the DOF requirements.
Researches #ad compiles dnta to crdéite: sprvadsheets I response to drills (log Budget
Letters) from DOF, Legislative Analyst’s Office, aiid Agevicy. Provides technioal assistance
to the Budget Office, answers budget relatod: questions arid resolves budget related {ssues.
Participates u special assipnmunts. : ' . S

$5%(E)  Consults with progeams in all aspocts of monitoring fheir statowide expenditurcs by program,

calegory of expendivire and fund souree, and coordinste xosulis eachl month with budget

managers and progran budget représentatives as information will also bu-used fo-caloulute
monthly projections. Fvaluste expenditores aind projectiony for acouracy and consistency
agninst encumbrances, and prior-year expendifures, Monitor aod reconcile Budget Act
appropeiations 16 budget expenditive lovels to-ensure proper financial controls are in place.
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20% (B) Prepare Budget Change Proposals, Finance Lettars, Budget Revisious, and Section Letfers.
This. includes rosponsibility for the recording of ail the above once approvéd by the DOF,
Legislature, and Governor’s Enacted Budget Track Legislative Analyst’s Office
Supplemental Language reporting veguirements, questions and responses.

This position dovs not exercise: direct supervision. However, the incuwbent may bave s lead rofe in
special assignments with plannifig and coordinuting the work of others on & variety of farge, sensitive and
complex asslgnments. ‘ o _ :

Steomg analytical skills ave essential. The ABA. in thiv position must have knowledge of the State’s

budget developient process and roguirements; Stete Administrative Mamal; DOF requirements; -
Governor’y Office; Agerioy and Depattmental Budget policies;. snd Department’y wxission, goals mnd

objectives. Ineambent must be familiar with the legislative povess and its correspomiding fmpact upon

the budpet process and sources of fimding. The incumbent must have knowledge of resetrch methods

and techniques, and have the ability to understand ecomputerized models in order o reésearch or analyze-
data. Additionally, {noumbent must have the abliy to communicate-offectively to individuals and

groiips; hoth orally end fn-writing; plan, organize and prioritize complex-and sensifive-workload jssues to

complete complex assignments; prepare amd present technical informption in o format suitable for
managenient veporting, aualyze infivmation and make tecommendations; and establish and mainiain

cooperative working relationships.

‘This position is charged with ensurieg the technical iegrity of the Depatfoent’s final Govettior’s
Budgot. Pailure to ensure this final product complies with-eeteblished sequirements could result in the
Depattment’s failure fo have an acceptdble hudget prodiret for the DOF, Agency, md legislative réview
and approval. ' ' S _

Incumbent has foquent contact with Departmental managoment and staff 13 well as DOP represeutatives
(contacts include Progrem. Budgst Manager, Assistant Progratn Budget Manager, Principal Program
Budget . Analyst and Budget Analyst), and will provide information: and respond to guestions. .
Relationships. with DOF have & major impast on tho Department’s credibility, and frequently affect the

abitity of the Departront to influence public policy.

Bmployes must have the ability to do the following: it for long perfods of tice using a keyboard and -
video display terminal; develop and maintain cooperative working reletionships; concentiate in order to
teview and create documents and meet steich deadlines;-grasp the essenice ‘of new information; roaster
new technical knowledge, multitask; adapt to chenging priorities; complete tasks or projects wih short
notice; deal effectively with pressure; exercise & high degres of independence in cortyling out the
assigned duties; and tajitain Rty and intensity yet remidn optimistic and persistent oven under
adversity. Must be sbls to periorm effectively wnder rigld tinio constraints snd presvure. Working
irtegular hours during peak vorklond periods may be régeired, -
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Ass:gnmen&s dre wide, varied snd complex, involving Hght - deadlmas, ovettime, conflict, and the
associated siress and tension in the development dud monioning the budget, Employes will work in e
sisstory olimate. conftolled office vnder artificial Ught Wr:sﬂ;mg hwm will bio-got soretime between
730 aam. eod 530 p i

I have read and understand the: duties listed above and can perthma them withfwithout -reasonable
accommuodation. (If you believe you may require rensuable sccommodation, please: Aisouss this with the
Riring supetvisor, If you arve ussure whether yoir require ressonable sccommodation,. inform the hiring -
supervisor who will diseuss your concerns with the. Reasonable Accommiodation Coorditator,)

- BMPLGVER DATE

I have discussed ‘the duﬁa% with and provided & mpjr of this duty statement m the emiployes named

ghove.
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