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[bookmark: Text26][bookmark: Text27]Administrative Services - Sacramento
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	YOU ARE A VALUED MEMBER OF THE DEPARTMENT’S TEAM.  YOU ARE EXPECTED TO WORK COOPERATIVELY WITH TEAM MEMBERS AND OTHERS TO ENABLE THE DEPARTMENT TO PROVIDE THE HIGHEST LEVEL OF SERVICE POSSIBLE.  YOUR CREATIVITY AND PRODUCTIVITY ARE ENCOURAGED.  YOUR EFFORTS TO TREAT OTHERS FAIRLY, HONESTLY AND WITH RESPECT ARE IMPORTANT TO EVERYONE WHO WORKS WITH YOU.



	BRIEFLY (1 or 2 sentences) DESCRIBE THE POSITION’S ORGANIZATIONAL SETTING AND MAJOR FUNCTIONS
Under the general direction of the Staff Services Manager I (SSM I), Administrative Services Unit for the OFAM, the incumbent serves as the budget liaison between OFAM and the Department of General Services Budget Office and is the central resource for the most complex analytical and technical staff functions in the area of fiscal management.
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	The Department of General Services’ (DGS) Core Values and Employee Expectations are key to the success of the Department’s Mission. That mission is to “Deliver results by providing timely, cost-effective services and products that support our customers.”   DGS employees are to adhere to the Core Values and Employee Expectations, and to perform their duties in a way that exhibits and promotes those values and expectations.

This position is designated under the Conflict of Interest Code.  The position is responsible for making, or participating in the making, of governmental decisions that may potentially have a material effect on personal financial interests.  The appointee is required to complete Form 700 within 30 days of appointment.  Failure to comply with the Conflict of Interest Code requirements may void the appointment.  

All work is to be accomplished in accordance with the laws, rules, regulations, and/or guidelines of the Department of General Services (DGS) and State Administrative Manual (SAM), the Department of Finance Budget Letters, the Governor’s Executive Orders, OFAM strategic plan, the Office of Fiscal Services (OFS), the Office of Human Resources (OHR), and the guidance of OFAM management, utilizing Microsoft applications and the Activity Based Management System (ABMS).

ESSENTIAL FUNCTIONS
In order to assist OFAM managers with managing their complex budgets and to ensure expenditures are correct and charged appropriately, the incumbent independently:
· Reviews monthly budget reports (MBR) and income and expense reports for accuracy using ABMS reports, Excel and PAL databases.
· Analyzes expenditure inconsistencies and makes recommendations for resolution by meeting with managers and discussing options to correct the identified problems.
· Monitors line item authority controls by tracking line item overages in ABMS and resolves overages by preparing budget allotment transfers.
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	The statements contained in this duty statement reflect general details as necessary to describe the principal functions of this job.  It should not be considered an all-inclusive listing of work requirements.  Individuals may perform other duties as assigned, including work in other functional areas to cover absence of relief, to equalize peak work periods or otherwise balance the workload.
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	· Advises program managers on how to expend within the budgeted allotments by analyzing year-to-date actual expenditures and projecting based on the identified needs.
· Corrects staff PAL coding for inaccurate charges and reporting units by preparing manual salary corrections monthly and at year-end.  
· Projects salaries and wages for the formalized expenditure analysis by updating position information in databases, including vacancy date, and tenure.
· Projects workload by gathering program statistics in order to determine appropriate staffing and resources needed.
· Prepares OFAM quarterly travel and over-time calculations and submits request to OFAM chief for approval.
· Determines the appropriateness of rates, and develops alternatives to address rate issues by gathering and analyzing historical and projected fiscal data.
· Assists OFS in meeting their year-end closing deadlines (i.e. disencumbering completed purchase documents, PAL time, and reverting years) by coordinating and meeting with managers, reviewing all pertinent documents, and sending email reminders.
· Verifies availability of funding for purchase orders and contracts, and signs off prior to execution of documents.
· Coordinates planning for future budget needs by submitting forecasts, providing all expenditure documentation, and conducting meetings with management to discuss budget recommendations.
· Verifies appropriate transfer of revenue by monitoring revenue transfers and reviewing the general ledger accounts in ABMS.
· Identifies OFAM expenditure trends for use in budget projections by researching historical data.

In order to autonomously develop an intricate Financial Plan under the guidance of the OFS and OFAM managers:
· Monitors and coordinates the annual budget process by setting up a schedule and working with OFAM management and OFS to finalize and submit completed budget information.
· Ensures sufficient revenue is budgeted to fund the OFAM by preparing the annual revenue calculations.
· Summarizes organization charts, Branch descriptions and funding summaries for inclusion in the Financial Plan in preparation for the Department’s annual budget meeting.
· Realigns budget line items by researching several years of historical expenditure information, identifies past trends and meets with management to discuss the needs for the current budget process.
· Reviews OFAM Budget Change Proposals (BCPs)/Provisions for content and proper format by comparing with the Budget Letter guidelines.
· Justifies new positions in BCPs/Provisions by performing reconciliations of budgeted positions.
· Coordinates OFAM Out-of-State Travel Blanket by assisting with calculation of travel expenses and adequate supporting justification.
· Makes recommendations for improvements needed for charging services and receiving income by analyzing current methodologies.

In order to respond to challenging special analysis requests from OFAM management for making critical decisions to resolve complex fiscal issues under the above guidelines:
· Ensures adequate funding information is available to perform fiscal analysis by researching and making recommendations using expenditure trends from prior years, administrative overhead analysis and reconciliation of position reductions. 
· Interprets fiscal impact and program guidelines referenced in BCPs/Finance Letters/Provisions for program funding requirements utilizing the legal guidelines included in the Budget Act, legislation and government code that impacts OFAM.
· Responds to special budget drills by gathering and compiling requested information using databases and other appropriate fiscal reports in order to meet the fiscal management needs of OFAM at management’s request.  

In order to make accurate recommendations to management for fiscal capacity to hire, and to track personal services authority following the above guidelines and at the request of program managers: 
· Verifies and documents availability of funds to fill vacancies by reviewing planning estimate and budget reports.  
· Coordinates fund transfers for redirected positions by completing and submitting an electronic transfer of budget allotment form to OFS Budget Office.

MARGINAL FUNCTIONS
· Develops, writes and maintains a Budget Procedures Desk Manual by researching, updating and compiling the necessary information. 
· Supports the OFAM administrative efforts by providing backup to other professional staff in the unit.

KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of:  Principles, practices and trends of public and business administration, management and supportive staff services such as budgeting, personnel, and management analysis; government functions and organization; and methods and techniques of effective conference leadership.
	
Ability to:  Reason logically and creatively and utilize a variety of analytical techniques to resolve complex governmental and managerial problems; develop and evaluate alternatives; analyze data and present ideas and information effectively; consult with and advise administrators or other interested parties on a wide variety of subject-matter areas; and gain and maintain the confidence and cooperation of those contacted during the course of work; coordinate the work of others, act as a team or conference leader; and appear before legislative and other committees.

DESIRABLE QUALIFICATIONS
· Experience in developing, creating and maintaining large Microsoft Excel spreadsheets.  
· Experience working with various ABMS reports such as the monthly Budget Report, Income and Expense report and Payroll browsers.  
· Focus attention to detail, follow-through, and completed staff work along with excellent organizational skills.
· Dependability and excellent attendance and punctuality record.
· Consistently exercise a high degree of initiative including improving/creating processes and systems.
· Analyze situations and adopt effective course of action. 
· Commitment to quality customer service. 
· Mature judgment, loyalty, poise, tact, and discretion.

SPECIAL PERSONAL CHARACTERISTICS
· Demonstrated ability to act independently and work well as a team member, open-mindedness, flexibility, and tact.

ADDITIONAL QUALIFICATIONS
· Working proficiency in Microsoft Word, Outlook, Visio, ABMS, and PAL.
· Experience in analyzing and interpreting laws, rules, and regulations.

INTERPERSONAL SKILLS
· Ability to communicate in a clear and concise manner.
· Demonstrated ability to maintain confidentiality.
· Receive and follow direction from supervisors and lead person.
· Ability to communicate effectively with individuals from varied experiences, perspectives and backgrounds, and all levels of management.

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES 
· Appropriate attire for professional office environment.
· Daily use of PC and related software applications at a workstation.
· Function effectively in an automated environment.
· Multi-task, meet deadlines, and adjusts to changing priorities.
· Ability to effectively handle stress and deadlines in a fast-paced work environment.



