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ASSISTANT BUDGET OFFICER

GENERAL DESCRIPTION

Performs supervisory and specialized administrative work overseeing operational aspects of
the county budgetary system. This position performs complex professional level tasks
related to budgeting and budget control and assists with the design and maintenance of the
budgeting program. This position assists in providing expert advice, guidance, and
recommendations on all aspects of the Hidalgo County Budget to Commissioners Court,
department heads, elected officials and staff. Work also includes supervising activities of the
Budget Office Staff.

ESSENTIAL DUTIES

Receives and analyzes annual budget requests from county departments; assists in preparing
initial budget proposal for submission to Commissioners Court; amends budget as directed
by Commissioners Court, assists department heads in adjusting fiscal planning accordingly.

Attends budget hearings prior to budget adoption to receive and respond to inquiries, as
appropriate; assists with preparing legal notices for budget and tax rate requirements in
accordance with state and local procedures.

Supervises payroll budget proposals, procedures, and payroll expenditures during budget year.

Monitors County departments' expenditures, ensuring compliance with established policies
and procedures, and adherence to budget limitations; reviews availability of funds for
requested purchases, and evaluates requests for interdepartmental fund transfers and budget
amendments, preparing reports detailing impact on budget and recommendations.

Attends meetings of Commissioners Court in absence of Budget Officer, providing advice and
guidance on budget-related issues as requested or otherwise deemed necessary; responds to
inquiries from media representatives based on thorough knowledge of budget and budget
preparations.

Assists and advises department heads on general fiscal and budgetary matters throughout
year, as requested.

Assists with directing the work activities of assigned staff to include the compilation, review,
examination, and interpretation of financial data; the recommendations for the future; and the
implementation of new ideas and financial strategies also ensuring adherence to established
policies and procedures.

Utilizes expertise in financial and budgetary areas to conduct analytical studies of various
topics pertaining to County revenues and expenditures, in accordance with outlined goals and
objectives; prepares and presents oral or written reports on findings and recommendations for
improvements, as appropriate.
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Reviews and analyzes assigned departmental grant applications, grant awards, and law
enforcement contracts to ascertain the impact to the budget prior to submitting requests to
Commissioners Court.

Administers routine personnel matters affecting subordinates, including interviewing
applicants, hiring, promoting, disciplining, terminating, etc., preparing and submitting various
reports and records as required by County management; approves employee time sheets, and
grants compensatory, sick or vacation leave.

Performs other related duties as required.

GENERAL QUALIFICATION GUIDELINES

Experience and Education

Five (5) years of experience in budget preparation and analysis, in financial management,
and in performance measurement reporting work; Graduation from an accredited four-year
college or university with major course work in accounting, finance, business or public
administration, or a related field is required.

Knowledge, Skills, and Abilities

Requires the ability to read a variety correspondence, budget summaries, audits, budget
work sheets, financial statements, journals, purchase orders and related departmental
records and reports.

Requires the ability to prepare financial statements, budget ordinances, budgets, revenue
and expense reports, and various related financial reports and information, using prescribed
format and conforming to all rules of punctuation, grammar, diction and style.

Requires the ability to utilize mathematical formulas; to add and subtract totals; to multiply
and divide; to determine percentages and decimals; to understand and apply the theories of
algebra and statistical inference.

Requires thorough knowledge of public finance administration and the budget process.

Requires thorough knowledge of federal, state and local laws and policies concerning
County budget and fiscal operations.

Requires considerable knowledge of accounting concepts, principles and practices as applied
to local government.

Requires considerable knowledge of the operations of County government including
taxation and other sources of revenue.

Requires skill in statistical analysis. Is able to use common office machines, including
popular computer-driven word processing, spreadsheet and file maintenance programs.

Requires the ability to analyze and interpret fiscal and accounting records and complete
financial statements and reports from such records.
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Requires the ability to manage or administer grant funds.

Requires the use computers for word processing and/or accounting purposes.
Requires the ability to make recommendations that impact the budget.
Requires the ability to determine allocation of budget among departments.

Requires the ability to use small office equipment, including copy machines or multi-line
telephone systems.

Requires the ability to use computers for data entry.
Certificates, Licenses, Registrations

Employee must have a current valid Texas Motor Vehicle Operator’s License;
Must be able to be insured by the County’s Insurance carrier;

Must have liability insurance.

PHYSICAL DEMANDS:

Must be physically able to operate a variety of automated office machines. Must be able to
exert a negligible amount of force frequently or constantly to lift, carry, push, pull or
otherwise move objects. Requires the ability to lift more than 20 pounds. Sedentary work
involves sitting most of the time, but may involve walking or standing for periods of time.
Must have minimal levels of eye, hand, and foot coordination. Position requires the ability
to see, hear, and speak. Color and depth perception are required for this position.

‘WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an
employee encounter while performing the essential functions of this job.

The noise level in the work environment is usually moderate.
SAFETY REQUIREMENTS:

Maintain physical conditions appropriate to the performance of assigned duties and
responsibilities which may include the following:

e sitting for extended periods of time
e standing for extended periods of time
e operating assigned equipment

Maintain mental capacity which permits:

e making sound decisions and using good judgment
e demonstrating intellectual capabilities
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Effectively handle a work environment and conditions which involve:

e working closely with others
e working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:

making observations

reading and writing

operating assigned equipment

communication with others

required to follow the Hidalgo County Accident Prevention Plan and department’s
safety regulations
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