City of Chattanooga, TN

Classification Title:  Management & Budget Analyst 1


	Department: 
	Finance
	Pay Grade:
	TBD

	Supervision Received From:
	
Budget Officer
	FLSA Status:
	Exempt

	Supervisory Responsibility For:
	
None 
	Established:

Revised:
	06/29/07

04/05/08


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for performing professional budgeting and management analysis. Duties include the preparation of the city wide budget,  the monitoring and oversight of department budgets and expenditures as well as compliance with rules and regulations in addition to providing annual budget support and performing research and analysis related to management objectives. Employees work under limited supervision and use independent professional judgment.
SERIES LEVEL:

The Management & Budget Analyst 1 is the first level of a three level management & budget series.  
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.)

· Prepares annual budgets for internal departments, which includes: developing budget requests and packages; comparing budgets to actual expenditures and oversees fiscal operations; assisting departments in developing budget forecasts; developing budget policies, calendars, guidelines, and instructions; preparing accounting entries; assisting in the facilitation of budget meetings and the preparation of related materials; preparing presentations for executive staff, the Mayor, and the City Council; and, performing related activities.

· Review city’s annual budget requests from departments and agencies to make recommendations for funding.

· Prepares annual citywide balanced budget for recommendations to the Mayor, and the City Council
· Projects revenues and closely tracks the economy at the National, State, and Local levels comparing growth in the economy to revenue streams and providing principal economic research and forecasting
·  Prepares monthly expenditure projections based on actual spending data to identify trends and recommend corrective action if necessary and communicates the analysis to the City Finance Officer and city departments.

· Analyzes departmental budget performance and/or variances; monitors performance in the execution of the budget for internal departments; determines availability of funds for departmental requisitions and vouchers, as well as contracts and approvals, including the preparation of payment vouchers, requisitions, bid specifications, journal vouchers, and process resolutions.

· Prepares reports to facilitate future funding requirements, including the Comprehensive Annual Budget Report (CABR), Comprehensive Annual Financial Report (CAFR), budgetary reports, management reports, ordinances, spreadsheets, fund and project status reports, profit and loss statements, and official statements for bond issues.

· Prepares, evaluates, and disseminates the CABR to appropriate internal staff, the City Council, public, and applicable external agencies and organizations.

· Creates and prepares performance reports, which includes accumulating, summarizing, and analyzing departmental data and other manually calculated performance data to measure the performance of individual departments in compliance with industry benchmarks and Citywide goals and objectives.
· Monitors and maintains the personnel system, which includes updating personnel positions, verifying positions, and monitoring vacancies to ensure position authorization as specified by the budget ordinance; prepares related reports.

· Prepare and analyze investment and cash flow statements to ensure maximum investment potential for available funds; performs investment reconciliations between the City’s general ledger and investment system.

· Prepares debt service schedules, reports and payments to ensure timely payment & recording; prepares related reports for annual and interim reporting.

· Participates in/on a variety of meetings, committees, and/or other related groups in order to receive and convey information.

· Performs other duties as assigned.

MINIMUM QUALIFICATIONS:

Bachelor’s Degree in Accounting, Finance, or related field and two years of budgeting or analytical experience.

LICENSING AND CERTIFICATIONS:

None.

KNOWLEDGE AND SKILLS:

Knowledge of budgeting principles; municipal governmental operations; applicable Federal, State, and Local laws, ordinances, codes, rules, regulations, standards, policies, and procedures; mathematical concepts; financial reporting requirements; governmental accounting principles and practices; and, analytical methods.

Skill in using a computer and related software applications; preparing a variety of budget and management reports; performing mathematical calculations; analyzing financial data and information; analyzing and evaluating proposed versus actual budget data; preparing budget forecasts; conducting research; and, 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 direction.

PHYSICAL DEMANDS

Positions in this class typically require:  reaching, fingering, grasping, 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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