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14. POSITION SUMMARY:

The position’s primary responsibilities are programs contained within the Department of
Administration (DOA) Divisions of Administrative Services, Gaming, Intergovernmental Relations
and Legal Services, the Office of the Secretary and Office of Business Development; the
Governor’s Office; the Lt. Governor’s Office; State Prosecutors Office; Judicial Council; Claims
Board, Women’s Council; Tax Appeals Commission; Waste Facility Siting Board; and National
Community Service Board. Additionally, this position assists in the oversight and maintenance
of the Department’s federal indirect account; position management information system (PMIS);
preparation of GPR-earned and sum sufficient re-estimates; and development of program
supplement requests.

Assignments are subject to change, depending on staffing turnover within the budget section as
well as legislation leading to changes in department programs and mission.

15. DESCRIBE THE GOALS AND WORKER ACTIVITIES OF THIS POSITION:
Time% Goals and Worker Activities

50% A. Assistin the preparation of the Department’s budget submission to the Governor.
Review and monitor annual operating budgets for assigned program operations under the
Department of Administration.

Al. Prepares base budget data for operating divisions and subordinate program
revenue operations, as well as attached bodies.

A2. Prepares agency program and appropriation structure changes as required by the
State Budget Office. Analyzes the fiscal impact of such changes on agency operations.

A3. Organizes and assists in the conduct of intra-agency budget planning sessions and
discussions.

A4. Provides technical assistance as requested to program managers in structuring
budget requests or preparing suitable justification. Suggests budget and staff alternatives
for consideration by management.

A5. Analyzes budget requests made by department managers for technical accuracy
and compliance with budget policy guidelines and department program objectives.
Prepares written analysis for review by the Bureau Director, Administrator and
Secretary’s Office. Makes oral presentations to same levels.

A6. Prepares fiscal impact estimates for legislation proposed by the department or as
proposed by legislative offices.

A7. Continuously monitors and evaluates the financial and program performance of
assigned agency program revenue operations, as well as the fiscal health of attached
organizations.

30% B. Conducts organizational, policy, fiscal and management studies as directed.

B1. Assists department managers and the Bureau Director in the resolution of fiscal,
budgetary, program and administrative problems. Participates in management study
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20%

teams to research efforts which delineate the basis of such problems; proposes
alternative courses of remedial action, ranging from policy and procedure changes to
statutory changes. Proposes suitable alternatives and makes recommendations regarding
preferred alternatives from various perspectives.

B2. Prepares written and oral reports for the Bureau Director and agency management
regarding the results of studies. Outlines timetables for schedules to implement study
recommendations and decisions, particularly when other agencies or the public are
affected.

B3. Monitors the results and progress of study implementation plans and apprises
management.

B4. Review agency programs or functions to evaluate statutory compliance, compliance
with legislative intent and general program effectiveness.

B5. Assists program revenue managers in evaluating interagency clientele,
appropriateness of service rates, and reviews program operations. Examines methods to
improve administrative procedures and increase productivity.

C. Monitors the executive budget process and supports efforts to implement budget and
policy for assigned agency operations.

C1l. Monitors modifications made to the agency budget request by the Governor and
the Legislature; evaluates and prepares summations of any changes and their respective
fiscal, staffing and operational impact.

C2. Independently prepares responses to requests for information by legislative offices
(Legislative Fiscal Bureau, Legislative Council, etc.) and does further issue analysis, as
guided by the Bureau Director.

C3. Allots approved budget appropriations and provides justification to the State
Budget Office if required by policy. Interprets allotment policy and advises the Bureau
Director accordingly. Independently prepares complex agency pay plan supplement
requests for all operations appropriations and fund sources. Explains and defends
requests to the State Budget Office staff as needed. Allots all supplemental funds when
approved, both on the State Financial records as well as DOA internal system records.

C4. Assists the Bureau Director by preparing general operating budget guidelines
(policies and technical requirements) for agency management. Reviews and evaluates all
assigned program budgets. Makes recommendations on final budget levels given legal
requirements and legislative/executive policy intent.

C5. Prepares monthly financial summaries for assigned operations. Evaluates the fiscal
condition of operations and conducts monthly briefings for the Bureau Director,
Administrator and Secretary’s Office. Conducts independent follow-up to clarify fiscal or
operational issues. Suggests alternative course of action when appropriate.

C6. Researches and drafts special legislative requests under Chapter 13 or 16 as
approved by the Secretary and under the general guidance of the Bureau Director.
Provides follow-up information as required to the State Budget Office and the Legislative
Fiscal Bureau.
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Knowledge, Skills and Abilities:

Knowledge of:

e Professional budgeting and accounting principles

e Wisconsin statutes and administrative rules and federal rules and regulations. particularly as
related to budgetary policies and procedures

e Research and analysis principles and techniques

e Public administration and policy and procedure development

Skill in:
*  Written and oral communications
e Use of computer software programs, particularly the Microsoft Office Suite

Ability to:

e Perform complex fiscal and legislative analysis

e Plan, prioritize and complete multiple tasks in a timely manner

e Establish and maintain effective working relationships with staff both internal and external
to the organization



