ORANGE COUNTY CLASS SPECI FI CATI ON

TI TLE: BUDGET EXAM NER GRADE: 13

TI TLE ABBREVI ATI ON: BUDGET EXAM NER TITLE NO.: 6122

JURIS.CL:  C SALARY CODE: 01 UNT: EEO CODE: PR FLSA CODE: NE

DEPARTMENT: EXECUTI VE DI VI SI ON: BUDGET

SUPERVI SOR' S TI TLE: BUDGET DI RECTOR

DI STI NGUI SHI NG FEATURES OF THE CLASS: The work involves responsibility
for assisting in all phases of the exam nation, preparation, and contro

of the Orange County Budget and in the review of county adm nistration,

managenent, organi zation and nmethods. Wrk is performed in accordance
with established policies and procedures and involves investigation and
maki ng recommendations wthin the entire sphere of budget office
operations. An enployee in this class serves in a staff type relationship
with adm nistrative officers and enpl oyees of various county departnents.

Wrk is performed under the general supervision of the Budget Director
with [atitude for independent judgnent in carrying out the details of the
wor K. Supervi sion may be exercised over the work of a small nunber of
clerical enployees. Does related work as required.

TYPI CAL WORK ACTI VI Tl ES:

1. Studies departnental budget requests and interprets Budget Ofice
policies, practices and procedures, as required, maki ng
recommendati ons on sane to Budget Director or other superior;

2. Perforns exanmination of personal service section of departnental
budget request, raising specific questions for Budget Director's
consi deration

3. Prepares detailed exam nation of departnental budget requests and
prepares the final recommendati ons for the Budget Director;

4. Wilizes appropriate conputer applications in the preparation of a
variety of reports;

5. Prepares a variety of other reports and conparisons, and assists in
t he assenbling of the annual budget, as required,

6. Confers wth departnent heads and admnistrative personnel and
i nvestigates records and requests regardi ng additional appropriations,
al l ocation changes, appropriation changes, transfers of funds,
overtime approvals, pronotions and special rates and reports findings
to the Budget Director;

7. Assists in the establishment of quarterly projection of revenue and
expendi t ur es;
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8. Prepares reports based on studies of the organization and operation of
county departnents which include office layout, space utilization,
al | ocation of tel ephone equi pnment, personnel requirenents;

9. Confers wth representatives of private concerns on procedures,
equi pnent, personnel requirenments and nakes reports on new machine
installations in the county departnents;

10. Undertakes research and studies for the inprovenent of adm nistrative
procedures and for the solution of other rmanagenent problens
t hroughout the county service;

11. Forecasts revenues and expenditures for specific periods of tine
according to accepted net hods of cal cul ation;

12. Cccasionally represents the Budget Director, or nore frequently,
anot her superior at conferences and neeti ngs.

FULL PERFORVANCE KNOW.EDGES, SKILLS, ABILITIES AND PERSONAL

CHARACTERI STI CS: Thorough knowl edge of the principles of public
adm ni stration, budgeting and accounting systens; good know edge of
governmental organization and operation; working know edge of personal
computer fiscal software; ability to conprehend and prepare statistical
and other data for presentation to others; ability to evaluate situations
and people and to adopt an effective course of action; ability to get
along with others and mintain effective working relationships; good
judgnent; integrity; initiative; tact; physical condition comrensurate
with the demands of the position.

M NI MUM QUALI FI CATI ONS

(A) Graduation from a regionally accredited or New York State registered
coll ege or university wth a Bachelor's Degree in Public
Adm ni strati on, Busi ness Adm ni strati on, Econom cs, Accounting or
Political Science and one (1) year experience related to fiscal
managenment in a business or governmental agency which shall have
i nvol ved the use of spreadsheet software; OR

(B) Conmpletion of a mninmm of sixty (60) senester credit hours at a
regionally accredited or New York State registered college or
university including or supplenmented by eighteen (18) senester credit
hours in Accounting, Business Adm nistration or Economics and three
(3) years experience as described in (A above; OR

(© An equivalent conbination of training and experience as indicated in
(A) and (B) above.
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