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         Classification Description

BUDGET MANAGER
Department:
Budget & Finance






FLSA:  Exempt
Job Class #:  
049900







Represented:  No
Pay Range:
0E06
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION
This is complex professional budget management work for the Pierce County Budget and Finance Department.  An employee in this classification is responsible for supervising, coordinating and preparing the County's annual budget and administering the adopted budget.  Work includes supervising position control management, County wide oversight of State and Federal grants and revenue contracts.  The duties of this classification include highly responsible, administrative and supervisory responsibilities.  The position assists in the development of budget policy, procedures and control. Work is performed under the general direction of the Executive Director of Administration, with considerable latitude for independent judgment and action within established objectives. 

ESSENTIAL FUNCTIONS
Supervises and coordinates the preparation and publication of the Executive's proposed annual budget and related documents.  Provides technical assistance and advice to management on a variety of budgetary procedures.  Analyses, reviews and edits the department’s budget request to comply with County guidelines and instructions.

Participates in all Department, Executive and Council hearings and in the presentation of the budget to the County Council.

Monitors, controls and maintains the County budget; analyses revenue and expenditure projections, identifies major variances and makes recommendations as appropriate.

Reviews, recommends, and implements new systems, procedures, budget forms and related documents.

Supervises Schedule 16 preparation, including reconciliation of all grants.   Supervises Accounts Receivables preparation for selected County wide grants and contracts.

Prepares annual goals and objectives for the budget division.  Provides quarterly reports on progress.

Supervises and administers the Position Control Database.

Supervises and coordinates the activities of subordinate employees.  Determines work procedures and determines methods for expediting work flow.  Issues instructions and oversees work for exactness, neatness and conformance to procedures and policies.

Provides technical assistance in the development of Cost Allocation Plans and the costing of services.

Assists in the preparation of budget ordinances.

Evaluates performance of subordinate employees; approves or denies vacation/sick leave requests, overtime, salary increases, promotions; resolves employee grievances or disciplinary actions.

Ensures effective communication with county departments and staff as to adherence to policies and procedures.

OTHER JOB FUNCTIONS

Performs related work as assigned.

KNOWLEDGE, SKILL AND ABILITIES
Thorough knowledge of relevant policies, regulations, methods and procedures with regard to budgeting, governmental accounting principles, theories and concepts.

Considerable knowledge of the Washington State Budgeting, Accounting and Reporting System (BARS) and federal, state and local laws.

Knowledge of data processing techniques as applied to budget administration and reporting requirements.

Knowledge of supervisory principles, practices and office administration.

Ability to analyze complex operations, fiscal and statistical data and to supervise and train others in governmental budgeting.

Ability to read, interpret, apply and explain codes, rules, regulations, policies and procedures.

Ability to plan, direct, coordinate and evaluate the work of subordinates.

Ability to communicate effectively, both orally and in writing with other employees, departments, outside agencies and the general public.

Ability to physically perform the essential job functions.

Ability to meet the travel requirements of the position.

RECRUITING REQUIREMENTS
Graduation from a four-year college or university with a degree in Budgeting and Accounting, Public Administration, Business Administration or a related field and four or more years of experience in governmental budgeting with at least one year experience in a supervisory capacity.  Additional education or experience may substitute for the recruiting requirements.
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