
Budget Analyst 

Review: July 26, 2017  

(Job #17-64) Administrative Analyst/Specialist II (Exempt), Budget Analyst, $4,693-7,617/month. Appoint-

ments are typically made at the beginning of the salary range. This is a full-time, 12-month, benefited, position with 

a one-year probationary period in the College of Natural Resources & Sciences Deanôs Office. Anticipated starting 

date will be August 9, 2017. 

 

Position Summary: Under the general supervision of the Dean, incumbent provides fiscal and administrative 

support to the college and all cost centers within the college. 

 

Duties: Incumbent serves as a liaison for the college, working with other administrative and support offices 

to research, analyze, evaluate, coordinate, and process data to make budgetary recommendations. Working inde-

pendently, incumbent prepares budget-forecasting reports; prepares initial budget allocations for college cost cen-

ters; and advises and makes recommendations to the Dean. Incumbent takes a leadership role implementing pro-

jects or procedures related to college objectives; investigates, develops, modifies, and updates databases for the 

management of college budgets, including faculty and staff salaries, cost center budget allocations, and university 

budget distributions; analyzes historical spending patterns, evaluates needs, and advises and consults with the Dean, 

directors, department chairs, and cost center managers regarding budget projections, allocations, and expenditures.  

Individually or collectively, incumbent helps directors, department chairs, and faculty resolve complex budget 

problems related to grants, hiring personnel, and allocations. Analyzes and reviews data for accuracy and potential 

impact of budget allocations from the Office of Academic Affairs (OAA); advises the Dean and OAA of any dis-

crepancies or omissions. Advises and makes recommendations to department chairs, administrative support staff, 

and faculty based on broad and in-depth knowledge of college financial administration; proposes and implements 

new and innovative budget policies and procedures as needed in the area of cost center budget monitoring and fis-

cal organization; consults with individual department chairs and faculty to advise and recommend different options 

associated with the buyout problems and to bill grants; monitors expenditures in all accounts under the jurisdiction 

of the college. With regard to statistical analysis and reporting, the incumbent uses standard software packages re-

lated to budget preparation and analysis; researches and develops statistical reports for OAA, the Dean, and depart-

ment chairs; advises the Dean in the analysis of various fiscal and personnel reports; makes oral and written presen-

tations regarding fiscal and administrative matters to the Council of Chairs; provides timely and accurate data on a 

variety of subjects to the college, university and Chancellorôs office; recommends most effective method of sum-

marizing and presenting data to a particular audience. In the area of personnel administration, the incumbent con-

sults with individual department chairs and provides advice regarding classification, step, level and budget impacts 

of personnel appointments (faculty and staff); monitors college-approved travel requests; reviews and evaluates all 

faculty and staff appointment documents, leave requests, separation documents, and retirement requests for accura-

cy and fiscal impact on the department or college; reviews requests for faculty assigned time as it is tied to class 

size, number of lab-quiz sections, and contract release obligations. 

 

Minimum Qualifications, Education and Experience: Bachelorôs degree and/or 4 years of progressively re-

sponsible administrative budget/financial experience including analysis, evaluation, reports, and independent per-

formance. 

 

Preferred Qualifications: General knowledge of HSU/CSU budget system and of the procedures for appoint-

ment of faculty and staff. Familiarity with CMS, OBI, and other campus wide software packages. 

 

Knowledge, Abilities and Skills: The position requires a high level of individual responsibility because of the 

degree of independent performance required. The successful candidate must have the ability to work independently 

and achieve goals set by the Chancellorôs Office, University, OAA, and college; ability to take a leadership role in 

coordinating tasks involving all college cost center areas; skill in investigating and analyzing budget-related prob-

lems; skill in organizing and modifying an overall budget structure; ability to define problem areas, collect data, do 

preliminary analyses and make appropriate recommendations; ability to write clear and concise analytical com-

ments and budget summaries; ability to read budget reports in a variety of formats; skill in planning, organizing, 

coordinating and performing work in situations where diverse demands are involved; skill in the research and de-

velopment of procedural recommendations while establishing and maintaining effective working relationships in a 
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large and complex college with diverse needs; ability to effectively communicate, both in oral and written form, 

with a variety of people at various levels of rank campus wide; professional experience working with a diverse 

population; ability to listen and interpret various approaches to budget issues; ability to interpret and use a variety 

of documents from various sources related the budgets of the university, OAA, and the college. Skill to investi-

gate and analyze budget-related problems. Ability to research, develop, and communicate alternatives and to par-

ticipate in decision-making meetings. High level of skill to use a variety of current spreadsheet, database, and 

wordprocessing software packages, including Word, Excel, PowerPoint, Access and Windows.  

 

Application Procedure: Please note that Humboldt State University now requires application materials to 

be submitted electronically. If assistance is needed, the Human Resources & Academic Personnel Services office 

(located in Siemens Hall room 212) has a computer station available and our front office team would be happy to 

assist you.��Qualified applicants should submit electronically the following materials: 

 

�x�� Letter of Interest; 

�x�� HSU Employment Application; 

�x�� Resume or Curriculum Vitae; 

�x�� Contact information for at least three professional references  

 

Submission of the application materials should be sent as email attachments to careers@humboldt.edu.  

 

Please include your last name and the job # (17-64) in the subject line of the email. 

 

Application Deadline: This position is open until filled. The first review of applications will be Wednesday, 

July 26, 2017. 
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