
MODESTO CITY SCHOOLS 
 

Job Description 
JC# 0031 

BUDGET ANALYST 
 
 

OVERALL RESPONSIBILITY 
 
Under general supervision, perform specialized and complex work in the development, control and analysis of all 
District budgets; assist in District-wide budgetary functions; and perform related work as required. 
  
SPECIFIC RESPONSIBILITIES 

 
 1. Assist with the development, preparation and implementation of District budgets. 
 
 2. Assist with the development of guidelines and procedures, budget calendar and supporting data for the various 

District budgets. 
 
 3. Assist in preparing revised budget estimates for revenue, expenditures and beginning fund balances, including 

calculation of carryover balances. 
 
 4. Prepare and enter source document information regarding budget revisions and transfers, including the preparation 

of related monthly board agenda materials. 
 
 5. Prepare expenditure and appropriation transfers under the direction of the Senior Director, Financial Services.  
 
 6.  Prepare division/department/site budget preparation forms, entering and reconciling budget data. 
 
 7. Participate in budget review sessions, providing necessary documentation to the Senior Director, Financial 

Services to facilitate the review process with District program managers to reconcile and approve budget 
submittals. 

 
 8. Oversee the budget portion of the District’s position control system, ensuring that all additions and changes meet 

District guidelines, are accounted for in the District budget, and are coordinated with the Human Resources and 
Payroll departments. 

 
 9. Interpret and provide technical assistance regarding District budget guidelines and regulations to ensure their 

correct application. 
 
 10. Assist with the preparation of County, State and Federal required budgetary reports/forms. 
 
 11. Prepare statistical information regarding District costs for salary and other related personnel cost proposals during 

the course of collective bargaining. 
 
 12. Work with information technology personnel in the development of programs and modification of existing 

programs to facilitate the preparation and presentation of budget development, documentation and reporting. 
 
 13. Effectively communicate and maintain cooperative relationships with those contacted in the course of work. 
 
 14. Perform other related duties as assigned. 
 
 
WORK YEAR 
 
Approved days as specified on the Management Salary Schedule 
 
 
SALARY 
 
Management Salary Schedule  
 
 



BUDGET ANALYST (continued) 
 
 
QUALIFICATIONS 
 
 Knowledge/Ability 
  Minimum Requirements: 
   Knowledge of and ability to apply basic accounting, budgeting and fiscal accountability methods, principles 

and practices, and their applications to a variety of budget transactions and problems. 
   Knowledge of information technology applications related to the budget process. 
   Ability to perform research, data collection and preparations of reports and financial documentation related 

to budget information and analyses. 
   Knowledge of and ability to operate a variety of office machines including microcomputers, printers and 

other peripherals. 
   Knowledge of and ability to apply problem solving processes and techniques. 
   Ability to perform complex arithmetic calculations with accuracy and speed. 
   Ability to understand and implement complex oral and written directions given in English. 
   Ability to compose clear, complete and concise correspondence and reports independently using correct 

grammar, syntax, punctuation and spelling. 
 
 Experience 
  Minimum Requirements: 
   Increasingly responsible experience successfully performing accounting and budgeting work. 
 
  Desirable Qualification: 
   Three (3) years increasingly responsible experience successfully performing accounting and budgeting work 

directly related to school or governmental budget development. 
 
 Education/Credential 
  Minimum Requirement: 

Graduation from high school or General Education Development (GED) Certificate or California High 
School Proficiency Examination (CHSPE) Certificate. 

 
  Desirable Qualification: 
   Associate of Arts Degree with specialization in bookkeeping, accounting, and general office procedures 

including microcomputer applications. 
   

Physical Characteristics 
  With or without the use of aids: 

Sufficient vision to read small print. 
Sufficient depth perception to file documents and relate the spatial distances between objects. 
Sufficient hearing to hear normal and telephone conversations. 
Ability to speak in a voice that can be clearly heard and understood on the telephone and in face-to-face  

conversations. 
Sufficient dexterity to manipulate small objects, print or write legibly, operate telephone, use computer  

keyboard, typewriter and other business machines. 
Sufficient physical ability to reach horizontally and vertically with arms. 
Sufficient physical ability, strength, balance, mobility, and stamina to climb stairs, sit for extended periods of  

time, and stand for extended periods of time. 
Sufficient lower body strength, stamina and mobility to walk, stoop, and bend. 

 
 
REPORTS TO: 
 
Senior Director, Financial Services 
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