
Program Budget Analyst 

LA HABRA CITY SCHOOL DISTRICT 

JOB DESCRIPTION 

 

PROGRAM BUDGET ANALYST 

 

 

Definition 

Under general supervision of the Director of Fiscal Services, perform complex technical and 

financial work in establishing, analyzing, maintaining, and auditing budgetary records for the 

categorical and non-categorical programs of the District.   

 

Essential Duties 

The omission of specific statements of duties does not exclude them from the position if the work 

is similar, related, or a logical assignment to the class. 

 

 Review warrant transmittals submitted for payment for accuracy, supporting 

documentation, and proper approvals; submit monthly, quarterly, and yearly fiscal claims, 

invoices and reports; maintain files containing purchase orders, payments, supporting 

documentation, and correspondence by project. 

 Perform budget adjustments and transfers; analyze and adjust personnel costs given budget 

changes.  

 Assist departments with estimating year-end expenditures for preliminary budget. 

 Monitor and maintain revenue, budgets, and expenditures for all State and federal grants 

and entitlements, and various programs; collect, compile, and calculate data for financial 

reports; request payments and report financial data as dictated by the terms of the grants 

and entitlements. 

 Establish, analyze, and maintain accurate and auditable fiscal records for the District’s 

different programs and budgets. 

 Assist District personnel with budget development, implementation and control 

requirements, as well as requests for budget numbers, funding sources, and following the 

proper procedures for expenditure of funds; assist with the budget process during the year; 

participate in budget meetings. 

 Prepare and process confidential materials associated with collective bargaining and 

position control. 

 Perform research and special projects as requested by administrators; prepare reports, 

gather information and documentation necessary; develop and effectively use spreadsheets 

for budget preparation and reporting purposes. 

 Troubleshoot and resolve discrepancies and assist District personnel in correcting errors; 

investigate incomplete or inaccurate data on documents; compose correspondence and 

inquiries regarding the status of information. 

 Perform research and analytical tasks for negotiations and management. 

 

Minimum Qualifications 

Education/Training/Experience: 

A typical way of obtaining the knowledge, skills and abilities outlined above is graduation 

from an accredited college with a major in Finance or Accounting or its equivalent; or high 
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school diploma and five years of increasingly responsible budgeting and technical 

accounting experience; or an equivalent combination of training and experience. 

 

Knowledge of: 

Basic financial analysis and research procedures; principles and practices of general 

accounting; methods of budget control and auditing procedures; State and federal laws 

pertaining to special funding; correct English usage, grammar, spelling and punctuation; 

advanced record-keeping methods. 

 

Ability to: 

Perform complex technical and financial work following generally accepted principles and 

practices for accounting and auditing; interpret and follow accounting systems and 

procedures; prepare clear and concise financial analysis reports; perform statistical and 

financial analysis; read, understand, interpret and apply various procedures, policies, rules 

and regulations that apply to categorical programs; communicate effectively both orally 

and in writing; establish and maintain cooperative and effective working relationships with 

others; analyze and solve problems; observe and interpret situations; learn and apply new 

information or skills; use math and mathematical reasoning; perform highly detailed work; 

work on multiple and concurrent tasks; work with frequent interruptions; work under 

intensive deadlines; and interact with District and program personnel, managers, staff, 

vendors, the public, and others encountered in the course of work. 

 

License: 

Must have and maintain a California Driver’s License and be insured. 

 

PHYSICAL STANDARDS 

Work Environment and physical demands of the position as described below are representative of 

those that must be met by an employee to successfully perform the essential functions of this 

position. Reasonable accommodations may be made to enable individuals to perform the essential 

functions. 

 

Work Environment:  

This job operates in an office environment, predominately seated. This role routinely uses standard 

office equipment such as computers, phones, copy machines, filing cabinets, and fax machines. 

The noise level can vary depending upon daily activity but will remain within moderate noise level 

range. The incumbent has direct and indirect contact with public and other district staff. The 

position requires working with high volume, tight deadlines, and being subject to frequent 

interruptions.  

 

Physical Demands:  

Primary functions of the position require physical ability and mobility to work in an office setting 

as follows: to sit for extended periods of time; to occasionally stand, walk, stoop, kneel and twist; 

to reach and bend at, below and above shoulder level; to lift, move, push, and/or pull objects up to 

twenty (20) pounds without assistance; to operate office equipment requiring the use of hands, 

fingers, repetitive hand movements, and fine coordination to operate a keyboard and other office 

equipment; to see within normal visual range and hear within normal audio range with or without 
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correction; to effectively communicate, both orally and in writing, in order to receive, provide and 

exchange information with others; daily physical attendance at work is an essential requirement of 

this job class.  

 

The information contained in this physical standards description is for compliance with ADA and 

is not an exhaustive list of duties performed. The individuals currently holding this position 

perform additional duties and additional duties may be assigned. 

 

 

Salary Range: 53 Confidential Salary Schedule 

Schedule: 1 (12 months) 

 

 

PRESENTED TO THE PERSONNEL COMMISSION: January 18, 2022 

PRESENTED TO THE BOARD: February 10, 2022 


