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BUDGET ANALYST         CMS Salary Range 26 
 
BASIC FUNCTION:  
Under the direction of the Executive Director of Business Services, assists in the planning, coordination, 
development and maintenance of the District’s budget; formulates, maintains, and verifies complex 
financial, statistical, and budgetary analysis of the District’s resources; performs a variety of quantitative 
and qualitative analytical tasks requiring unique and authoritative expertise; and coordinates with human 
resources on position control for the District. 
 
REPRESENTATIVE DUTIES: (E) indicates an essential duty of the position 

• Assists in the planning, coordination, development, and maintenance of the District’s annual 
tentative and final budgets for all resources in accordance with the District budget allocation model; 
inputs data into the District’s financial database; and maintains current and historical data, 
including funding allocation formulas and spending patterns. (E) 

• Prepares documents for monthly presentation to the Board of Trustees. (E) 
• Assists the District negotiating team in the preparation of scenarios of cost proposals (E) 
• Maintains general knowledge of grant contractual provisions and requirements; advises and 

collaborates with grant program directors as necessary; assists with the establishment of grant 
budgets; monitors revenue and expenditures; assists in the reporting and billing process; develops 
reporting mechanisms and tools. (E) 

• Assists with the development of presentation material to communicate the budget. (E) 
• Provides budget presentations to various groups. (E) 
• Assists in the fiscal year-end closing process and provides support for audit requests. (E)  
• Performs high level problem solving, forecasting, and statistical and trend analysis of financial data 

for the operating budgets of facilities, restricted funds, personnel, special revenue sources, and self 
insurance funds. (E) 

• Responsible for the annual budget development and loading of budgets into the District’s financial 
system. (E) 

• Performs a variety of technical and analytical tasks related to the monitoring and administration of 
state and local bond construction projects, including monitoring contract financial data/cash flow 
analysis/budgets/spending analysis, and reconciliation. (E) 

• Responsible for evaluating and processing district and college budget and expenditure transfers. 
(E) 

• Serves department as a liaison to provide recommendations and develop budgetary solutions as 
appropriate. (E) 

• Coordinates with human resources on position control to track permanent, vacant, and new 
positions; monitors permanent salary accounts for salary savings; prepares reports related to 
salary and benefit costs. (E) 

• Maintains familiarity with and understanding of continually changing practices, laws, statutes, and 
federal/state/local regulations applicable to California community colleges. (E) 

• Participates as a finance office representative in meetings and conferences with district and college 
departments and outside agencies. (E) 

• Participates in District-provided in-service training programs. (E) 
• Provides training to the district on budget development, monitoring and execution. (E) 
• Maintains a friendly, supportive atmosphere for students, staff, faculty, and the public. (E) 
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• Performs other duties as assigned. (E) 
 
KNOWLEDGE OF:  

• Principles, techniques, and practices of accounting and finance; preparing financial spreadsheets 
and reports; federal and state financial reporting systems.  

• Methods, practices, principles, procedures, and terminology used in accounting and finance;  
• Generally accepted accounting principles; governmental accounting standards;  
• The California Community College’s Budget and Accounting Manual;  
• Office practices;  
• Computer software applications, including Excel and Word; the operation of standard office 

equipment.  
 

ABILITY TO:  
• Carryout complex oral and written instructions;  
• utilize quantitative and qualitative statistical analysis for information gathering and reporting;  
• make recommendations regarding financial impact, formulate and recommend revisions to financial 

processes and procedures as needed to ensure effective and efficient operations;  
• exercise judgment and initiative;  
• work independently;  
• work under the pressure of recurrent and critical deadlines within an environment of frequent 

interruptions;  
• demonstrate proficiency in preparing written communication;  
• work effectively with faculty, administrators, staff, and representatives from outside organizations.  

 
EDUCATION AND EXPERIENCE:  
Bachelor’s degree from an accredited institution in accounting, finance, public administration, statistics, 
business administration or a related field is required. Additional qualifying experience may be substituted 
for the bachelor’s degree on a year for year basis with one year of full time experience being equal to 30 
semester or 45 quarter units of coursework.  
 
Five or more years of progressively responsible, directly related experience in a school district accounting 
office or equivalent, including extensive experience involving the following: budget development, financial 
report preparation, budget, financial, and statistical analysis, year-end closing, and computerized financial 
systems are required. Experience in or knowledge of California community college business operations, 
including payroll, accounts payable/receivable, and purchasing is preferred.  
 
 
WORK DIRECTION, LEAD AND SUPERVISORY RESPONSIBILITIES: 
Provides work direction to short-term employees and / or work study students as applicable.  
 
WORK ENVIRONMENT: 
Normal office environment 
 
CONTACTS:  Coworkers, other departmental staff, other California Community College staff, Riverside 
County Office of Education, and Federal and State Agencies. 
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PHYSICAL EFFORT: 
Requires the ability to exert some physical effort, such as walking, standing and light lifting. Dexterity in the 
use of fingers, limbs and body in the operation of office equipment. 
 
  


