BUDGET AND PERSONNEL ANALYST
Definition 
The Budget and Personnel Analyst provides administrative, technical, advisory and clerical support for the Finance Director and the Assistant Town Manager/Personnel Director in the discharge of their duties, including research, data collection, budget projections and statistical and quantitative analysis.

Distinguishing Characteristics  
Work is performed under the direction of the Finance Director and the Assistant Town Manager/Personnel Director.  

Performs responsible duties requiring a thorough knowledge and understanding of each department’s role, operations and responsibilities and requiring the exercise of judgment and initiative within prescribed limits.

Has frequent interaction with various Town departments and has contact with various boards and committees.  Has interaction with personnel from the Sudbury Public School Department and the Lincoln-Sudbury Regional School District, and makes frequent contact with personnel from state agencies and other municipalities.  

Errors and poor performance could result in delay, miscommunication and confusion and in adverse publicity, missed deadlines and possible financial and legal repercussions.

Has access to a wide variety of confidential information.

Essential Functions 
The essential functions or duties listed below are intended only as illustrations of the various types of work that may be performed.  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 position.
Budget Analyst
Under the direction of the Finance Director, assists in development of the budget instructions 
and forms for both operating and capital budgets.  Assists departments in complying with budget instructions and in research for and preparation of all necessary operating and capital budget request forms; reviews departmental budget submissions for accuracy and compliance.  Produces and distributes the final, appropriated version of budget documents; posts all relevant budget documents to the Town’s website.   
Coordinates compilation of data and the development of the Finance Committee section of the Annual Town Meeting official warrant.

Under the direction of the Finance Director, assists in regular analysis of the financial operations of departments and the financial status of special projects.  Also monitors on an ongoing basis departmental budget activity for compliance, trends and as a basis for budget projections.  Creates charts, graphs and tables for effective presentation of information.

Under the direction of the Finance Director, annually updates the Town’s financial condition report, the Town’s five year capital plan, the Town’s three year financial forecast, and reports this information to other Town officials. 

Undertakes the collection of data and supporting material, performs other specialized analysis, and creates specialized reports as needed.

Performs other related duties as required.
Personnel Analyst
Assists the Personnel Director in recruiting, interviewing, testing, background checking and issuing offers of employment.   Develops recruiting materials including general public advertisements for news media and the Town website; creates more detailed brochures for recruitment for high level positions.
Prepares, conducts and analyzes salary and benefits data and comparability surveys to assist in collective bargaining.  Examines and reports on changes in all collective bargaining agreements, including those of the Sudbury Public Schools and Lincoln-Sudbury Regional School.  May make cost projections and financial recommendations with respect to collective bargaining based on analysis and interpretation of comparable financial data.
Researches, evaluates and analyzes current and/or potential employee benefit offerings, including but not limited to group health, dental and life insurance benefits.
Works with the Finance and Accounting Departments to update and/or develop employee compensation plans and grids on an annual basis.

Assists the Personnel Director in preparing annual budgets for employee benefits and for all Town insurance programs.

Prepares first draft of Town Manager’s periodic E-mail newsletter. 

Assist the Personnel Director in researching, writing, and maintaining the Town’s personnel policies, including policies relating to equal opportunity in employment.  

Handles all requests for personnel related statistics from the Town Manager.  Prepares survey instruments for collection of statistics, and performs preliminary analysis of same.  
Studies and keeps current on state and/or federal mandates relating to employee benefits, personnel policies, rules and regulations, and practices affecting both active and retired employees.
Assists in compiling data and documentation required as part of the Town’s annual audit.

Investigates training opportunities for Town employees.

Knowledge, Abilities and Skills
Working knowledge of Accounting, Bookkeeping, Mathematics, Quantitative Analysis, Statistics and Personnel Practices.  Ability to perform research, collect, analyze and accurately interpret statistical information and financial data and to then develop logical and credible projections and recommendations for appropriate course(s) of action.  Demonstrated proficiency with Microsoft Office products, particularly Excel.  Strong communication and interpersonal skills.  Ability to focus on accuracy and attention to detail in all work products, and commitment to confidentiality and discretion.  Ability to work effectively and productively under time constraints.

Minimum Qualifications  
Associate’s Degree in business or finance related field, Bachelor’s degree preferred.  
One year experience in a finance-related, accounting or administrative capacity, preferably in a municipal or non-profit setting, or an equivalent combination of education and experience. 
Work Environment
Most work is performed in typical office conditions, with occasional interruptions to respond 

to requests for information.  Attendance at evening meetings may be required on occasion.    

The employee routinely operates standard office equipment, including computer equipment, telephones, photocopiers and fax machines.
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