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Dl STI NGUI SHI NG FEATURES OF THE CLASS: The work invol ves performng

administrative duties of a staff nature in the
Di vi sion of Budget, Mnagenent and Finance. The incunbent carries through to conpletion
specific work projects relative to the operation of the division. The incunbent consults
wi th departnment officials concerning new or altered adm nistrative policies and is
granted consi derabl e | eeway for exercise of independent judgment within the scope of
assigned responsibilities. Wrk is perfornmed under the general supervision of a higher-
ranki ng adm nistrative enployee. Supervision my be exercised over a snall clerica
staff. Does related work as required.

TYPI CAL WORK ACTI VI TI ES:

Represents the Director of Budget, Managenent and Finance in contacts with the
public and departnment officials;
Anal yzes specifically assigned operating problens, assenbling all pertinent facts and
devel oping alternative recomendations to aid the Director in maki ng final deci sions;
Anal yzes operations and operating needs and follows up on critical and urgent
department matters;
Advi ses supervisor on renedial actions within his province;
Carries out special adm nistrative assignnents;
Assi sts and supervises in the preparation of the capital project request;
Prepares descriptions of new projects as well as reports for the |egislature and
commi ttees;
Makes studies and recomends changes i n organi zation
Eval uates results of such changes;
Conpi l es reports;
Control s departnent requisitioning of technical and non-technical supplies.

FULL PERFORMANCE KNOW.EDGES, SKILLS, ABILITIES AND PERSONAL CHARACTERI STI CS

Good know edge of current administrative principles, procedures and techni ques; good
know edge of organization and staffing nethods; good know edge of budgeting, financia
and personnel procedures; good know edge of the fundamentals of statistics; ability to
make cl ear and accurate anal yses of facts, figures, processes, etc.; ability to adapt to
new regul ati ons, policies and practices; ability to present data and reports clearly and
concisely in oral and witten forn good judgment; tact; initiative; dependability;

physi cal condition comensurate with the demands of the position

M NI MUM QUALI FI CATI ONS

A) Graduation froma regionally accredited or New York State registered four (4) year
college or university with a Bachelor's degree and two (2) years of satisfactory

adm ni strative or supervisory experience in business, public or personnel admnistration
financial managenent, accounting or closely related field; or

B) Graduation from high school or possession of a high school equival ency dipl oma and
six (6) years of satisfactory administrative or supervisory experience in business,
public or personnel admnistration, financial managenent, accounting or closely related
field; or:

(@) An equi val ent conbi nati on of training and experience as defined by the limts of
(A) and (B)
NOTE: Verifiable part-tinme and/ or volunteer experience will be pro-rated toward neeting

full-time experience requirements



