City of Chattanooga, TN

Classification Title:  Capital Project Analyst

	Department: 
	Finance
	Pay Grade:
	TBD

	Supervision Received From:
	Budget Officer
	FLSA Status:
	Exempt

	Supervisory Responsibility For:
	NA
	Established:

Revision:
	08/01/11


CLASSIFICATION SUMMARY:

The incumbent is responsible for managing and administering the City’s capital improvement program.  Duties include: managing the capital budget process of City departments and agencies; formulating the five year capital projects forecast and master plan; developing short and long term financial plans related to the fiscal requirements of the capital improvement plan (CIP); overseeing the preparation and delivery of the capital budget to the Mayor and City Council and development of new methods and procedures to analyze and resolve problems.  Work requires limited supervision and the use of independent judgment and discretion. 
SERIES LEVEL:

The Capital Project Analyst is a stand alone position.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Manages the capital improvement program budget and financing for the City and direct agencies; assists in the design, development, and preparation of the annual capital budget; and prepares recommendations for review of the Mayor and City Finance Officer.
· Leads the preparation and presentation of the Capital Budget to the Mayor and City Council. 

· Monitors the capital budget of City and direct agencies of the City in accordance with established policies and procedures; produces, analyzes and recommends action plans; distributes budget to expense variance reports for all aspects of the capital program; recommends approval/disapproval of authorization requests to encumber capital funds; develops policies, guidelines, methods and procedures for analysis and controls to ensure compliance with applicable codes, laws, rules, regulations; and initiates actions to correct deviations or violations as needed.
· Collaborates with departments and agencies to ensure integrity of capital budgets and expenditures; assists with complex/problems; and provides technical expertise.
· Manages the five-year forecast and master plan development and submission process to include but not limited to assisting departments and agencies in the determination of current and long term capital needs, coordination of capital funding sources; developing methods, procedures, guidelines and policies for analysis and control of debt; and ensuring compliance with local, state and federal regulations and standards.
· Researches available data to justify approval or denial recommendations for new or established programs; reviews financial aspects of new or modified programs, organizational relationships, benefit, cost and life expectancy, critical funding needs and other related financial matters; offers guidance to amend departmental proposals; compiles, analyzes, and monitors statistical or demographic data; identifies, investigates and interprets trends; and summarizes findings and recommendations in report format.

· Develops short and long-term financial plans related to the fiscal requirements of the capital improvement program which includes but is not limited to developing new methods of financial analysis; analyzing capital plans and funding sources; funding scenarios that may include reserves, grants; and issuance of debt instruments within debt capacity limits; and continuing long term debt analysis.
· Assists in the development of official financial statements, operating data, issuance of debt in accordance with debt capacity limits, mobilizing capital, and capturing available funding sources.
· Researches and prepares reports on budgetary and fiscal projects to include but not limited to: facility and equipment utilization, program effectiveness and services generated by City departments and agencies, affordability, and infrastructure priorities.
· May serve as lead to staff to include: assigning, monitoring, scheduling, coordination, and directing work assignments/projects.

· Assists with preparation of the annual budget as assigned.

· Provides financial planning support, technical expertise and training to staff and departments in development of the capital budget.
· Participates in a variety of meetings; and communicates and collaborates with internal departments, external consultants, vendors, external agencies, regulatory officials, the general public, and/or other interested parties to coordinate work activities, exchange information, and resolve problems.
MINIMUM QUALIFICATIONS:

Bachelor’s Degree in Accounting, Finance, or related field and four years of progressively responsible financial analysis, budget and management analysis, or public sector accounting experience.
LICENSING AND CERTIFICATIONS:
None
KNOWLEDGE AND SKILLS:  
Knowledge of financial analysis methods and principles; budgeting principles and governmental accounting practices; project funding, financing and budgeting; analyzing and evaluating financial business operations and transactions of municipalities; applicable Federal, State, and Local laws, ordinances, codes, rules, regulations, policies, procedures, and standards; capital budget development and reporting principles; statistical techniques and applications; research methods and techniques; automated budget systems; and, policy and procedure development and implementation practices.

Skill in formulating large, multi-year budgets; using a computer and related software applications; preparing and analyzing a variety of budget reports; reading, comprehending, and reviewing financial information; managing projects; interpreting and applying applicable laws, ordinances, codes, rules, regulations, policies, and procedures; analyzing problems, identifying alternative solutions, projecting consequences of proposed actions, and making recommendations in support of organizational goals; projecting revenues and expenditures; communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work.
PHYSICAL DEMANDS
Positions in this class typically require:  reaching, fingering, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.

SPECIAL REQUIREMENTS:
Safety Sensitive:  N  
Department of Transportation - CDL: N
Child Sensitive: N

The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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