Position Description: Budget & Policy Analyst

AcEnic.

B, Job Title: Budget & Policy — Biwisient' - Advanced

C. Is this position hourly or salaried? Hourly

D. Shift and hours of position: 7:45 a.m. - 4:30 p.m., Monday - Friday

E. Number of subordinates (if applicable): None

F. List of essential job functions, knowledge, abilities, and skills;

The Budget & Policy Analyst reports to the campus Budget Officer and has primary
responsibility for submitting the institution’s annual budget to UW-System.
Responsibilities include assisting the Budget Officer to track, monitor and report on
changes and adjustments to the budget throughout the year.

Campus Budget Development and Submission (25%)

bs

Oversee the data preparation of the annual budget for all departments and funds at
the University. Manage and oversee the annual budget entry process. Consult with
UW-System staff regarding technical requirements and reports. Reconcile the all-
funds budget submission and allocations.

Submit required budgetary reports to UW-System, including reports on
activity/program shifts, major class shifts, uses of targeted allocations, position
control, and other reports as requested.

Work cooperatively with the Director of Human Resources to administer

compensation plans.

Campus Budget Management (70%)
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Publish the annual campus budget to assist University financial manager and staff
with management oversight responsibilities.

Oversee and communicate budget changes throughout the budget year.

Process budget changes caused by personnel actions including providing council
and documentation as to availability of funds and FTE.,

Create, approve and process budget transfers, Advise campus staff regarding
budget transfer policies and procedures,

Assist with monitoring budgets and expenditures for campus-wide departments and
projects. v v
Oversee information on campus position utilization.

Share budget information with Deans, Directors and Senior Campus Leadership to
facilitate their planning and monitoring responsibilities.

Assist with the monitoring of campus discrelionary and contingency funds.

Assist with the monitoring of revenue streams and budget expenditures. Make
recommendations to the Budget Officer regarding necessary budget adjustments.
Assist with the academic staff planning process including monitoring, tracking, and

transferring funds as directed.



Position Description: Budget & Policy Analyst

Other dutics (5%)
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Monitor and analyze other revenue streams within the context of applicable budgel
and revenue policies,

Assist with various UW System and external reporting requirements.

Assist with tracking vacancies across campus.

Assist with preparing and submitting the UW-Extension budget including assisting
with reporting requirements and related correspondence.

Assist and participate in the annval campus budget process as directed.

Assist with budget training for University staff regarding preparation and
submission of budget materials,

Assist with budget analysis and outcome assessment of campus proposals.

Assist with developing budget proposals for establishing new academic programs.

Other duties as assignhed.

Essential Knowledge and Abilities

* * *» & @

List of marginal job functions

Knowledge of budget and finance systems in both non-profit and government
setting.

Knowledge and skill in effective use of business application programs, budget
preparation applications, and People Soft or equivalent financial M1S accounting
applicalion systems. '

Skill in effective communication, both orally and in writing, for the purpose of
obtaining or conveying information and to synthesize information into appropriate
action,

Ability to manage multiple tasks and set priorities under competing deadlines.
Ability to develop, modify, analyze, and monitor budget data.

Abilily to think analytically.

Ability to solve problems independently.

Ability to establish and maintain effective working relationships with UW System
Administration, University officials, staff, and students.

Ability to be highly accurate with strong attention to detail.

Possess strong organizational skills,

Ability to maintain professionalism and respect for confidentiality.

Filing.

Make copies

Process emails

Maintain office appearance and cleanliness.
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Position Description: Budget & Policy Analyst

H., Responsible for money, University funds, or accounts which
hold financial information?

Yes.

I. Ergonomic requirements

¢ Stand, reach, and bend to do filing and similar tasks.
+ Walking to different areas of campus.

¢ [requent keyboarding,

¢ Frequent use of calculator,

+ Answering the telephone.
*+ Basic eye/hand coordination for computer and office machine usage.

J. Qualifications:
Minimnun Qualifications

+ Two years of responsible budget experience in a higher education, government,
or corporate setting.
Effective oral and written communication skitls.

[ ]

¢ Demonstrated analytical skills,

+ Ability to work with persennel from diverse backgrounds.
¢ Commitment {o customer service,

* Demonstrated ability to handle multiple priorities.

+  Knowledge of and experience with complex computer-based financial
accounting management systems.

* Ploﬂcwncy in use of spreadsheets, word processing, and database applications
using Microsoft Office suite,

Preferred Qualifications

» Bachelor’s degree in business, accounting, finance or related field,
» Familiarity with PeopleSoft Shared Financial System.
* ' Familiarity with the UWS Budget Systen.

+  Two years of experience in fund management accounting or budgeting.

+ Knowledge of the UW System and Board of Regent budget/financial policies

and resource allocation praclices,

» Familiarity with higher education funding sources and related policy issues.

+ Experience establishing and maintaining working 1elat10nshlps with individuals
. at '111 organizational levels, ,
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Position Description: Budget & Policy Analyst

K. Equipment to be used on the job:
(By each piece of equipment, put an "F” for frequent use, an "O" for occasional

use, or an "R" for rare use.)

o Tools: (power of manual tools) R

* Large Machinery: (includes vehicles) R

¢ Electrical Equipment: (i.e., floor buffer, includes office equipment) F -
Frequently will use computer/printer, typewriter, fax machine, calculator,
copy machine, and telephone.

¢ Chemicals: (includes cleaning supplies, lab chemicals, hazardous wasle)
O - Occasionally changes printer, copier, and fax toner cartridges.

L. Knowledge, Skills and Abilities:
o Bxcellent written & oral communication and interpersonal skills,

o Elfective organizational and management skills with high level of attention
to detail and ability to coordinate and prioritize work and activities.

» Ability to malke good decision making capabilities and maintain
confidentiality,

* Must be courteous, responsive, and service oriented and have the
willingness to accept new and different responsibilities and maintain a
professional and welcoming manner.

* Ability to work with a diverse group of people (faculty, staff, students,
visitors, and the public) using tact courtesy and discretion.

e Ability to work independently and take ownership as well as function

elfectively in a team.
o Ability to manage 'multiple, concurrent projects, and still meet strict

deadlines.
Proficiency with software applications, such as Microsoft Word, Excel, and

Power Point. Efficient in utilizing electronic forms, e¢-mail, e-calendar and
the internet.

¢ Knowledge of UW travel procedures and claims [or reimbursement,

* Knowledge of basic accounting and cash management principles.

o Ability to learn UW regulations relating to fiscal management.

* Ability to learn web-based accounting system.

¢ Knowledge of University policies and procecures.

M. Organizational chart: Attached ;



7102 908 7 - e BI0 5e0niog ssousagisieun BI0 SHEULTIS ST\UH $4 - Uwswin ZLOZAOT/L L WS

A2uBny uriogag
%001

BALIG H3me

L Bhieads eouzuly

%08
L2 duod g

TRUTIR 21T
%O0L
J0s5Y Bugen 3 Suiddyg

s5eng weg _
%00L ‘
£ '03dg moueulL

safey Qg
%00L
05ty Sunewy 5 Sudding

SHROG PIANA
YL
< "294S [epuetiy

IqPeg Fuely
%00k
£ "20dg Ieoucug

——

SUNIEM LAyIEy
N %001

L R F Y Y PR PY YR AT

TN MUY
%004

£ 38er0dS 1ersuculy

e

uems egul
%00L

¥

L 1meodg [eoveUly |

e’

ASpoy euLL
%00L

wsly Guisetpung

i

[ONDIYIS TRRESIN

| %001 .

£ IeRads Uty

e~

WHoLIBY rapuuar
4001

L £ renodg emutyly

L

L T TR YN A S YR T LY

¥

ABuInap - wmwnoooy |

— e

TINGLPOY Ydas0, "
‘ $%a”. r ntn..w_ mﬂ% rmom ummwwm_ SITCWUSSIS ST HIUIPIIS ST
wang Supey ¢ Sudd: . . %00L %001
S bunein 3 Suddiug Jesing hieuy A0 ¢ wlprg Wby Sustuong b_mob_..owommﬂm_wn«\

Fy

Yy

A

ES

DAUDHY 102G
salenueg
1SI0UIES SSIVISNG o Jowane]

A

SOUNUIDS 1Py
SNEY 1351
pue u\:uewumaEU( 30 002UTYD A

1By uonezjuebip seoinisg ssauisng
BpISHIRd - UISUOISI/A 30 AUstaniug

2



