STATE OF IDAHO
MILITARY DIVISION

Human Resource Office (HRO)

State Personnel Branch

4794 General Manning Avenue, Building 442

Boise, Idaho 83705-8112

Telephone:  (208) 422-3347/3346/3345
STATE VACANCY ANNOUNCEMENT

*Registers established from this announcement may remain valid for up to

one year to fill statewide vacancies in the same classification.

OPENING DATE:  
20 February 2015
ANNOUNCEMENT NUMBERS:
15-08-MN/MW
AREA OF CONSIDERATION:

Open to current enlisted members of the Idaho National Guard and current State employees of the Idaho Military Division
POSITION TITLE:
Budget Analyst
PAY GRADE:
   
NGA-9
POSITION CONTROL NUMBER: 
TBD (see Type of Position)
CLASS CODE:  
   
20187
SALARY:
   
 
$23.04 to $29.95 hourly 
FLSA CODE: 

Administrative
DUTY LOCATION:  
Military Division, Idaho Army National Guard, Environmental Management Office (EMO), Gowen Field, Boise, ID

TYPE OF POSITION:  
Military Nonclassified; Air or Army; Enlisted; 





Military Waived if a current civilian State employee is selected.  (For the purpose of training, initial appointment is to a temporary position (PCN).  The appointee will convert to regular appointment status without further competition upon retirement of current incumbent and availability of PCN 5176.  The temporary appointment period is creditable service.)  
COMPATIBLE MILITARY FIELD:
Not applicable


CLOSING DATE:  
24 March 2015
1.  HOW TO APPLY:  Application forms and announcements are available at the Human Resources Office (HRO), 4794 General Manning Avenue, Building 442, Gowen Field, Boise, Idaho, 83705-8112 and at Internet address http://inghro.idaho.gov/Jobs.htm and http://inghro.idaho.gov/hr/forms/forms.htm.  Submit application packets to the above listed street address no later than 4:30 p.m. of the announcement closing date.  Applications may be faxed to (208) 422-3348 (Attn:  HRO State Personnel Branch).  
Applications will not be accepted via e-mail except from deployed Service Members, DOD Civilians, and DOD Contractors serving overseas in support of contingency operations.  Applicants are responsible for contacting the HRO State Personnel Branch to confirm receipt of e-mailed applications.

Your application packet must include an Employment Application (SPB-1) and attached sheet(s) of paper that provide your individual responses to each of the Mandatory Requirements and Knowledge, Skills and Abilities (KSAs) listed under Qualification Requirements on this announcement.  Applicants may additionally submit a resume and/or other supplemental documentation to support qualifications.  If you request Veterans’ Preference you must submit a completed War Era Veterans’ Preference Form (SPB-1a) and provide supporting documentation demonstrating eligibility.   
The Military Division monitors recruitment and selection programs in order to assure equal employment opportunity.  We appreciate your cooperation by voluntarily furnishing us with an Equal Employment Opportunity Worksheet, (SPB-1b). 

2.   QUALIFICATION REQUIREMENTS – Mandatory Requirements and Knowledge, Skills and Abilities (KSA):
a. Applicants must meet the following Mandatory Requirements (conditions of 
employment).  You must provide individual affirmative responses (i.e., I am…; I have…; I will...) on paper to each mandatory requirement (1-4) below or your application cannot be further considered.
(1)  Must be an enlisted member of the Idaho National Guard.  Provide your military grade, job title, MOS/AFSC and unit of assignment.  (This requirement is not applicable to current Civilian/Military Waived State employees of the Idaho Military Division.)  

(2)  Must have and maintain an unrestricted state issued driver’s license.  Do not provide a copy of your driver’s license.

(3)  Must have, or be eligible to obtain, and maintain a “SECRET” Security Clearance. 

(4)  Preferred Education/Experience (not mandatory):

· Nine credits of college level accounting (attach transcript to application),   or

· Three years’ bookkeeping experience

b. Applicants must have 24-months of specialized experience performing related work.  Provide individual responses on paper to each Knowledge, Skill, and Ability requirement     (1-8) below.

In your responses describe your civilian and military education, training, and work experience that is relevant to the position as it relates to the following KSAs.  (The KSA responses are used to assist in the determination of the best-qualified applicants.)  


(1)  Knowledge in the development and monitoring of numerous budgets.


(2)  Experience in accounting procedures.


(3)  Experience in the review, analysis and adjustments to any assigned budget activity.


(4) Knowledge in providing budgetary analysis of periodic fiscal reports. 


(5)  Experience in providing budgetary analysis to state and federal agencies with respect to fiscal matters and effectiveness of the financial administrative management program.


(6)  A working knowledge in determining the language of appropriation acts and guidance from funding sources, the appropriated authorized project accounts, administrative restrictions, proper funds to be charged and the sufficiency of funds prior to budgeting expenditures within the separate fund accounts.


(7)  Experience in the audit programs initiated by both state and federal agencies.


(8)  Experience in the use of computers and automated accounting equipment.

3.  SUMMARY OF DUTIES:  Refer to the attached position description.

4.  CONDITIONS OF EMPLOYMENT:


a.  Each person hired will be required to provide verification of eligibility to work in the United States (Public Law 99-6603) and may be subject to a criminal background check.


b.  Refer to the attached position description for the Mandatory Requirements for this position.


c. Military Non-classified employees are required to comply with military standards and wear the appropriate uniform.  (Not applicable to Military Waived employees.)  


d.  Incumbent must be an enlisted member assigned to the Idaho National Guard.  Loss of military membership or compatible military grade/status will result in loss of employment.  (Not applicable to Military Waived employees.)   


e. The State of Idaho, Military Division is an Equal Opportunity employer.  Selection for this position will be made without regard to race, color, religion, sex, national origin, political affiliation, marital status, physical handicap or age which does not interfere with job accomplishment.  Appropriate consideration shall be given to veterans in accordance with applicable state and federal laws and regulations.

5.  PERSONNEL MANAGER CERTIFICATION:  The title, series, grade, duties and responsibilities are complete and accurate as written and a current or projected vacancy exists as advertised. 

Paula R. Edmiston

Human Resources Manager








Military Division – State Personnel Branch
JOB TITLE:  BUDGET ANALYST


POSITION CONTROL NUMBERS:  5170, 5174, 5176, 5198 and 8520*


CLASS CODE NUMBER:  20187


SALARY GRADE:  NGA-9

INTRODUCTION:  These positions are located in an organizational headquarters or major functional organization within the State of Idaho – Military Division.  The primary purpose of these positions is to provide functional analysis and administrative control of the organizational budget.  Incumbent serves as consultant and advisor for the management and administration of budget programs within the organization.  The incumbent performs routine, continuing financial management functions involving the formulation, execution, and/or analysis of budgets for the organization and organizational components.

DUTIES AND RESPONSIBILITIES:

1. Monitors policies, procedures, guidelines and regulations pertaining to fiscal management, budgeting, funding, procurement, payroll, accounting, reporting, internal survey and audit.  Based on guidelines and funds available, determines proper obligations and commitment of funds.  Performs internal surveys or audits and develops internal controls for individual operating entities to ensure that the government's interest is protected.  Is responsible for strict compliance with regulations that govern the expenditures of federal and state funds applicable to procurement and accounting under the automated accounting systems.

2.  Responsible for performance of budget functions to include formulation, monitoring and tracking of organizations’ funds.  Evaluates and validates the budget proposals submitted by the separate directorates, offices and other activities.  Integrates these proposals into the operating program and budget for inclusion into the State Operating Budget.

3.  Directs the budget transactions involving general ledgers with several subsidiary ledgers for personnel, operations and maintenance, and state or federal appropriated and non-appropriated fund activities.  Ensures that automated accounting is accomplished accurately and in accordance with generally accepted accounting principles or other applicable guidelines.

4.  Formulates replies and takes appropriate action in response to inspections received from various audit agencies and federal examiners pertaining to budgetary matters.

5.  Responsible for a systematic, continual, financial review and analysis of programs involving personnel and operating expenses.  Through this continual review, redirects or reprograms the financial structure, formulates budgetary alternatives and makes recommendations to the functional area manager and staff on objectives, policies, procedures and methods.  Provides advice and assistance to supervisors and other staff on financial matters relating to the expenditure of funds, purchasing methods, and propriety of proposed expenditures.  Monitors all maintenance contracts to ensure that all state and federal requirements have been met prior to making obligation.

6.  Recommends to the supervisor work deferment or cancellation to stay within program limitations.  Identifies where facility maintenance, repair and alteration requirements cannot be met with existing 
funds, determines impact and develops alternate methods to achieve the best balance between resources and requirements.

7.  Certifies the availability of funds and notifies the appropriate program manager.

8.  Provides timely reporting to the National Guard Bureau through the United States Property and Fiscal Officer/ANG Comptroller, other governmental agencies and local managers as to the status of funds received and disbursed.  Prepares the financial summaries and reports required by higher headquarters and local staff members.  Develops, revises and adapts reporting systems to provide appropriation data to key personnel at all levels and achieve maximum effectiveness of financial management.

9.  Responsible for the direct coordination with federal and state officials and with staff personnel at other military installations concerning budgetary matters.

10.  Performs other related duties as assigned.

SUPERVISORY CONTROLS:  The supervisor provides general guidance, sets priorities and provides advice on unusual or one-of-a kind transactions that are precedent setting or not clearly defined.  Incumbent independently plans and carries out work.  Incumbent is fully responsible for the timeliness, accuracy and procedural adequacy of forms and documents required to support budget requests.  Completed work is evaluated for accuracy, adequacy, effectiveness and overall attainment of objectives.

PERSONAL WORK CONTACTS:  Incumbent has daily contact with managers, supervisors and staff officials within the assigned organization and with Budget Analysts of the USPFO/ANG Comptroller, State Accounting Office, and NGB.

WORK ENVIRONMENT / PHYSICAL EFFORT:  Work is generally sedentary and performed in a well-lit climate controlled office or similar setting requiring normal safety precautions against everyday risks or discomforts.  Work requires some walking, standing, bending and carrying of light items such as books, papers, files, and light office supplies.  Minimal travel by automobile or air may be required to attend training.

MANDATORY REQUIREMENTS: As stated in the State Vacancy Announcement.

FLSA Overtime Code:  A (Administrative; straight time)

EEOC:  B06 (Paraprofessional)

WCC:  8742

FEBRUARY 2015 (Updated)

