Washington Management Service (WMS)

Position Description
For assistance completing this form, contact your WMS Coordinator.

	Position Information

	Position Title:

Assistant Budget Manager
	Position Number/Object Abbreviation:

71047828

	Incumbent’s Name (If filled position):

     
	Agency/Division/Unit:

Department of Health/Central Administration/Budget

	Address Where Position Is Located:

101 Israel Rd SW, Olympia WA 98501
	Work Schedule:

Part Time    Full Time 
	Overtime Eligible:

Yes    No 

	Supervisor’s Name and Title:

Ryan Black, Budget Manager
	Supervisor’s Phone:

236-4530


	Organizational Structure

Summarize the functions of the position’s division/unit and how this position fits into the agency structure (attach an organizational chart). 

	The Financial Services Division provides leadership and support for agency priorities and programs through quality financial and operational management including budgeting, contracting, grant management, purchasing, and accounting services.  The division ensures financial compliance with state and federal laws, regulations and reporting requirements in addition to performing agency-wide financial activities. Financial Services’ commitment to customer service, innovation, accuracy and quality in partnership with fellow DOH staff and programs and external customers supports the Department of Health’s vision in becoming reality.

The Assistant Budget Manager reports to the Agency’s Budget Manager.  The Central Budget Office ensures effective budgetary management of funds requested and expended in alignment with the agency’s mission and goals within federal and state regulations.


	Position Objective

Describe the position’s main purpose, include what the position is required to accomplish and major outcomes produced. Summarize the scope of impact, responsibilities, and how the position supports/contributes to the mission of the organization. 

	The Assistant Budget Manager supports the planning, coordinating and directing of budget activities for the agency under the direction of the Budget Manager.  The position assistants the Budget Manager to define and administer processes and standards to develop implement and monitor the agency’s budget.  The Assistant Budget Manager also provides technical leadership and direction to other budget analysts.
The Assistant Budget Manager participates as a key member of the agency’s Central Budget Office (CBO) and participates as a subject matter expert on the Agency Finance Operations Group (FOG).  The position also demonstrates leadership competencies for performance management, a focus for continuous quality improvement, incorporation of LEAN/quality improvement into daily activities and customer engagement that will further the organization’s mission.

	Assigned Work Activities (Duties and Tasks)

Describe the duties and tasks, and underline the essential functions. Functions listed in this section are primary duties and are fundamental to why the position exists.  For more guidance, see Essential Functions Guide.

	Serves as the key technical advisor to the budget manager on all budgetary matters.  Also acts as the primary backup for the Budget Manager.

Supports the Budget Manager to facilitate and coordinate the efficient and effective administration of agency budget processes by assisting in the development and implementation of core budget processes, including: biennial and supplemental budget development; agency allotments; legislative fiscal notes; control numbers; fiscal monitoring and analysis, and; revenue and fund balancing.
Provides expert level technical assistance and guidance to budget analysts in regard to DOH budget processes.  Reviews and approves work products produced by the budget office. 
Assists the Budget Manager in accurately interpreting and ensuring compliance with agency, statewide and federal financial policies and regulations as they pertain to budget issues. 
Participates as a key member of the Financial Services’ Central Budget Office.  Participates as a subject matter expert on the Agency Finance Operations Group (FOG).
Tracks and interprets federal budget activity and advises Budget Manager on impacts to agency.

Leads Quality Improvement and LEAN efforts for the central budget office.  This includes identifying ways to improve and streamline current budget processes and working with the Budget Manager to implement effective changes.  Proposes revisions to agency policies and procedures relating to the agency’s budget process for improved fiscal and business related activities.
During legislative session: reviews and analyzes proposed legislation for policy and fiscal impact; assists the Budget Manager to evaluate and approve program staff estimates, and; monitors and tracks the status and content of evolving legislation that affects assigned programs.

Works with the Budget Manager to design, develop and maintain tools used agency-wide to document fiscal impacts.

Develops and/or facilitates training for all Budget Office staff and agency fiscal staff on financial management topics such as budget development, allotments, fiscal notes, and fee related activities.


	Accountability – Scope of Control and Influence

	Provide examples of the resources and/or policies that are controlled and influenced.

This position provides information on recommendations that are influence the decisions made by the Budget manager to effectively administer the agency budget process.  The entire agency as well as the general public may be negatively impacted if the agency budget office is unable to effectively and accurately communicate fiscal information internally, to OFM and to legislative staff.  Budget reductions and funding shortfalls may result from inadequate budget management, potentially leading to program and staffing reductions.

	Describe the scope of accountability.

Accountability may be demonstrated through accomplishment of the following activities:
· Accurate, ethical and timely development of agency budget work products;

· Complete, accurate and easily understood direction on budget assignments to agency staff and useful tools to assist in completion of those assignments;

· All budget information submitted is a quality final product;
· Development and facilitation of training for all agency budgetary staff on financial management topics such as budget development, allotments, fiscal notes, and fee related activities 

	Describe the potential impact of error or consequence of error (impacts unit, division, agency, state).

The consequence of error could include the agency: inaccurate allocation of resources across the agency; illegally over-expending its appropriation; producing ineffectual work products; and missing key deadlines and deliverables.

	Financial Dimensions

Describe the type and annual amount of all monies that the position directly controls. Identify other revenue sources managed by the position and what type of influence/impact it has over those sources.

	Operating budget controlled.

· The biennial operating budget for the Budget Office is approximately $1.4 million.  This position assists in developing and implementing the biennial budget for this Office with oversight by the Budget Manager on budgetary and revenue issues.
Other financial influences/impacts.

· Agency biennial operating and capital budgets are $1.2 billion.   This position is responsible for assisting in the oversight of the entire budget process from development to monitoring and ensuring it is done in a coordinated, timely, and lawful manner and supports the agency’s priorities.

· Decisions or recommendations made by this position have measurable financial impact on the actions taken and budget and policy decisions made by agency staff.  This positions assists the Budget Manager to give advice, perform research, and ensure that final products leaving the agency are accurate, timely, and meet the agency’s mission.

· Recommends changes to agency technical, strategic and business practices that directly influence the preparation of budgets and planning for revenues and expenditures.

· Performs an integral role in planning the agency budget, approving allotments, and foreseeing program and policy issues with financial implications.

· Serves as the backup agency contact with OFM and legislative staff who have direct influence on biennial and supplemental budget appropriations.


	Supervisory Responsibilities

	Supervisory Position: Yes    No 
If yes, list total full time equivalents (FTE’s) managed and highest position title.

     



	Decision Making and Policy Impact

	Explain the position’s policy impact (applying, developing or determining how the agency will implement).

This position is responsible for assisting the Budget Manager in the planning, coordinating and directing of budget activities for the agency.  It leads the central budget office under guidance from the Budget Manager in coordinating the development, application and implementation of agency-wide processes that relate to budget development, allotment preparation, fiscal monitoring and analysis, revenue monitoring and analysis, fee activities, and fiscal note development.  This position is responsible for advising the Budget Manager in implementing financial policies to ensure sound business practices and agency compliance with regulations, fiscal best practices and within OFM and legislative directives.


	Is the position responsible for making significant recommendations due to expertise or knowledge? If yes, provide examples of the types of recommendations made and to whom. 

This position is relied on for expertise and significant recommendations to the agency Budget Manager and agency budget analysts.  Examples include providing expert level technical assistance and guidance to budget analysts in regard to DOH budget processes and reviewing and approving work products produced by the budget office. 

	Explain the major decision-making responsibilities this position has full authority to make.

This position has authority to make decisions regarding the interpretation and implementation of agency budget processes under general guidance from the Budget Manager.


	Describe whether decisions are of a tactical or strategic nature and how decisions are made. For example, is there known precedent, is it somewhat unfamiliar, or unknown and unexplored?

This position is responsible for implementation of both tactical and strategic agency budget process.  The position uses technical judgement on a daily basis which includes utilizing the agency’s established policies and procedures and following various OFM regulations and statewide reporting requirements and standards.  This position works with the Budget Manager to develop an approach to manage processes with the least amount of impact to agency staff.  This often involves analysis of complex and various regulations and policies where there are few precedents.  The Assistant Budget Manager has a strategic role in working with the agency’s Budget Manager and budgetary staff in preparing the agency’s biennial budget and developing/revising agency-wide policies.


	What are the risks or consequences of the recommendations or decisions?

This position is relied on for its expertise and consultation in budget management.  This often involves complex issues impacting financial decisions with agency wide impact.  The consequences of faulty recommendations or decisions could include the agency: illegally over-expending its appropriation; producing ineffectual work products; and missing key deadlines and deliverables.


	Qualifications – Knowledge, Skills, and Abilities 

List the education, experience, licenses, certifications, and competencies.

	Required Education, Experience, and Competencies.

· Four (4) or more years of experience in performing senior-level financial functions in budget, accounting, or program management field including Washington state budget concepts and processes, both operating and capital, and legislative processes.  
· Demonstrated experience in the following:

· Working with complex budget and grant development and maintenance, as well as statistical analysis and reporting.
· Organizational development and strategic planning to support financial management.

· LEAN and Quality Improvement facilitation and management.  Including integration of problem solving at all levels with a focus on the customer.

· Integrating varied and diverse functional areas for decision making and designing operational processes that optimize agency resources.

· Demonstrated competencies in the following:

· Accountability – Holds self and others within the organization to high standards and values.  Doesn’t fear making mistakes or having difficult conversations.  Takes responsibility for actions, and is humble and transparent.
· Analysis and Problem Solving – Addresses problems with new and effective solutions.
· Communication – Engages in timely, responsive, effective, and open information sharing to improve our work and maintain our reputation as a trusted source of health information.
· Customer Focus – Builds and maintains internal and external customer satisfaction with the products and services offered by the Department of Health, develops innovative ideas that provide solutions to our customers' challenges and needs.
· Diversity/Values Differences/Respect – Actively seeks to understand the life and work experiences, skills, talents, cultures ancestries and histories of our employees and the public to better serve everyone.  Take the time to ask “questions for understanding” and fully consider other points of view before we make decisions.
· Innovation and Change – Constantly evolves, creates, and implements ground breaking programs and processes.  Leverages new technologies and thought processes to ensure we provide the best support possible.
· Interpersonal Savvy/Collaboration – Earns the trust, respect, and confidence of coworkers and customers through consistent honesty and professionalism in all interactions.  Builds and maintain working relationships. 
· Lean/Process Improvement Culture – Works in a continuous process improvement environment continually seeking ways to eliminate waste and improve quality.
· Technical and Professional Competence – Takes pride in mastering job skills and competencies.  Stays connected and knowledgeable of changes and updates to our profession. Continually learns and develops.


	Preferred/Desired Education, Experience, and Competencies.

· Bachelor’s degree in business administration, public administration, or closely allied field

· Three or more years of management/leadership experience to include all aspects of workforce and performance development 



	Special Requirements/Conditions of Employment

List special requirements or conditions of employment beyond the qualifications above.

	     


	Working Conditions

	Work Setting, including hazards: 
	Work is performed almost exclusively indoors in an office environment.  Working environment is fast paced with some travel outside office required.

	Schedule (i.e., hours and days): 
	Position is overtime exempt.  Willing and able to work in excess of 40 hours per week to meet program needs and critical deadlines.  

	Travel Requirements: 
	Position requires some travel between the agency's work locations as well as other state agency locations.  Occasional overnight travel may be necessary to attend or present at meetings in state.

	Tools and Equipment: 
	Office duties require use of standard office furniture and equipment, e.g., desks, files, cabinets, computer, projector, phone, copy machines, etc.

	Customer Relations: 
	Build effective working relationships with internal DOH staff, Agency Leadership, other state agency staff, and other external partners. 

	Other: 
	This position must be able and willing to work in the Agency Coordination Center if and when it is activated for an emergency.


	Acknowledgement of Position Description

The signatures below indicate that the job duties as defined above are an accurate reflection of the work performed by this position.

	Date:

     
	Supervisor’s Signature (required):

     

	Date:

     
	Appointing Authority’s Name and Title:

     
Signature (required):

     

	As the incumbent in this position, I have received a copy of this position description.

	Date:

     
	Employee’s Signature: 

     


Position details and related actions taken by Human Resources will be reflected on the Position Evaluation Summary form.
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