TEXAS DEPARTMENT OF AGRICULTURE

TODD STAPLES

Commissioner

POSTING #12-26-1

POSITION DESCRIPTION

LEAD BUDGET ANALYST 

CLASSIFICATION TITLE:  Budget Analyst IV
SALARY:  B23  $4,600-5,000.00/MO.

CLASSIFICATION NO:  1158
FLSA: Exempt

LOCATION:  Austin

JOB OBJECTIVE:  Coordinate and serve as team leader for the Budget section of the Texas Department of Agriculture’s (TDA) Financial Services Division.  Perform advanced budget preparation and analysis work to ensure the accurate and appropriate development of TDA’s operating budget, as well as the proper expenditure of state and federal grants; analyze and review budget requests; prepare the biennial legislative appropriations request; and manage the work flow of the budget analysts to produce precise budget information in a timely manner.  

ESSENTIAL DUTIES:

1. Coordinate and serve as a team leader for the Budget section to include assisting in establishing work methods and priorities for the budget staff.

2. Coordinate and participate in the preparation of the agency’s operating budget, Strategic Plan and Legislative Appropriations Request for upcoming biennia, and enter reports on the Automated Budget and Evaluation System of Texas (ABEST).  

3. Monitor and report on hearings of legislative committees, such as the House Appropriations and Senate Finance committees, during regular and special sessions for actions that have or will potentially have an impact on TDA.

4. Provide information for legislative and financial services, including compiling financial information and communicating with legislative and oversight agency personnel.

5. Assist with coordinating and providing guidance to agency personnel in preparing fiscal note responses to the Legislative Budget Board during the legislative session.

6. Prepare internal operating budgets for the assigned TDA divisions.

7. Prepare monthly budget reports for the assigned TDA divisions and answer questions pertaining to the reports, and investigate discrepancies; initiate re-coding of vouchers, as necessary.

8. Assist with monitoring and analyzing budgets, expenditures and encumbrances to identify problems, and prepare budget amendments as necessary, advising the program staff, division management and upper management on the status of agency budgets.

9. Assist with monitoring state and federal grant expenditures; assist in preparing and overseeing state and federal grant reports as required by state and federal guidelines, to include request for reimbursement; draw and reconcile grant funds; advise the program staff, division management and upper management on all financial issues associated with grant budgets and expenditures.

10. Assist with monitoring and analyzing the performance measures and prepare quarterly and annual reports on these measures.

11. Verify the accuracy of personnel action forms from a budget standpoint relative to new hires, merit increases, reclassifications and authorized full-time employees; maintain, track and report information by division and agency-wide.

12. Coordinate and/or track agency full-time equivalent (FTE) position numbers; prepare the agency’s FTE state employee quarterly report.

13. Identify and establish the need for, and ensure completion of reports necessary for budget projections and management decisions.

14. Prepare and review fiscal information on proposed projects, procurements and legislation as it relates to the state and TDA.

15. Assist in the development of the Federal Indirect Cost Rate Proposal. 

- Continued -

Page 2

LEAD BUDGET ANALYST 

CLASSIFICATION TITLE:  Budget Analyst IV
SALARY:  B23  $4,600-5,000.00/MO.

CLASSIFICATION NO:  1158
FLSA: Exempt

NON-ESSENTIAL DUTIES:

16. Perform other duties as assigned.

QUALIFICATIONS/REQUIREMENTS (The application must specifically state how each of the following qualifications are met):  

· Graduation from an accredited four-year college or university (two years work experience related to the essential duties may substitute for one year of college);

· Minimum five years work experience developing program and/or agency-wide operating budgets, grants preparation and analysis procedures for a State of Texas agency;

· Work experience presenting budget information and instructions to staff at all levels in small/large group settings;

· Experience using ABEST and Uniform Statewide Accounting System; 

· Experience coordinating the workflow of others; and

· Required to travel up to 10% of the work period.

KNOWLEDGE, SKILLS AND ABILITIES (The application must specifically state how each of the following qualifications are met):  

· Extensive working knowledge of generally accepted accounting principles;

· Extensive working knowledge of the Texas state legislative process, in particular to accounting and budgeting;

· Effective written and verbal communication, human relations, analytical, planning and organizational skills;

· Skill in operating a personal computer with word processing, database and spreadsheet software;

· Strong attention to detail and strong math aptitude;

· Ability to prepare concise technical reports;

· Ability to plan, coordinate and assist in overseeing the work of others;

· Ability to meet strict deadlines while maintaining extreme attention to detail;
· Ability to exercise sound judgment and discretion;
· Ability to maintain the highest level of confidentiality;
· Ability to work successfully under pressure in a dynamic, multi-tasking environment;
· Ability to explain technical accounting/budget information in an understandable manner to lay and technical audiences;
· Ability to use self-motivation/cooperative decision-making and to work effectively with diverse groups of people; and

· Ability to adapt successfully and quickly to change and deliver quality results in a timely manner.

ENVIRONMENT/PHYSICAL CONDITIONS:  Normal office work environment.  Also involves remaining stationary for extended periods of time.  May involve safely lifting and carrying items weighing up to 30 pounds.  May involve working overtime to include some evenings and weekends, as directed. Involves travel, occasionally overnight.
	The Texas Department of Agriculture is an equal opportunity employer and does not discriminate on the basis of race, color, religion, sex, national origin, age or disability in recruitment, selection, appointment, training, promotion, retention or any other personnel action or deny any benefits or participation in programs or activities which it sponsors.  Applicants should communicate requests for disability-related accommodations during the application process to our Human Resources Office at 512-463-7648.  1-800-RELAY TX (for hearing impaired).

Section 651.005 of the Government Code requires males, ages 18 through 25, to provide proof of their Selective Service registration or of their exemption from the requirement as a condition of state employment.

As part of the employment process, TDA may conduct a driving and criminal background check.  Unsatisfactory information relevant to the position may disqualify the applicant from employment.

Only applicants interviewed will be notified of their selection or non-selection.  Resumes will not be accepted in place of a completed application.

Website: www.texasagriculture.gov



Email: hr@texasagriculture.gov



