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JOB TITLE 

GRADE SALARY RANGE 

JOB SUMMARY 

DUTIES AND RESPONSIBILITIES 

QUALIFICATIONS AND EDUCATION 


	JOB TITLE: BUDGET ANALYST
	GRADE: N/A
	SALARY RANGE: N/A
	JOB SUMMARYRow1: Under general direction, the contractor performs a wide variety of professional level budget analysis and development duties involving the preparation, administration, maintenance, review and control of a office's budget. A Budget Analyst performs 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, 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. Work performed under this SOW for this position will be at the Personnel Security moderate risk level.  
	DUTIES AND RESPONSIBILITIESRow1: Duties shall include, but are not limited to the following:

• Gathers, assembles, and formats data and prepares preliminary analysis for budget preparation; assists in preparation and presentation of preliminary and final budget documents; Prepares budget presentation materials; Maintains data and systems for· budget tracking and reporting and generates reports; and Assists Division/Office with issues related to funds availability, fund transfers and budget compliance.
• Develops forecasts; Prepares baseline budget and revisions as needed; and Analyzes, evaluates, and processes budget proposals.
• Makes recommendations on budget matters to higher level staff, and assists in implementation and monitoring of changes.
• Conducts studies of new and existing programs and special projects to determine feasibility, and resolves problems including organizational, budget and fiscal research and analysis.
• Prepares narrative, graphical, and statistical reports with alternative solutions for resolving issues; Uses computer software to develop and maintain databases and spreadsheets, and prepares correspondence and other written materials.
• 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.
• Participates in surveys, studies, and meetings concerning Agency financial requirements.
• Provides assistance to Agency managers and supervisors in preparing budget estimates and proposals.
• Conducts research and analysis on factors affecting budget requirements.
•    Develops Agency budget work programs. 
•    Compare financial reports using current data mining processes.
• Analyze date to create sound solutions to real-world business problems.



	QUALIFICATIONS AND EDUCATIONRow1: Basic Qualifications

• Bachelor's degree in accounting or a related field from an accredited college or university.
• Knowledge of the principles and practices of Government budget preparation and accounting.
• Experience in administrative, professional, technical, or other responsible work that utilizes knowledge of management principles and practices.
• Experience analyzing problems, drawing logical conclusions, and communicating effectively with others.
• Experience using computer and automation systems.
• Ability to communicate effectively verbally and in writing.
• Strong analytical and planning abilities.
• Basic knowledge of Microsoft Office, such as Word, Excel, and Power-Point
• Ability to compile, review, categorize, prioritize, analyze and interpret data and/or information.
• Ability to work effectively with minimum supervision.

	AGENCY: Project Support Services, LLC


