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JOB DESCRIPTION 

  

TITLE                                               BUDGET SPECIALIST 

      

QUALIFICATIONS   

 

 To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily.  The requirements listed below are representative of the knowledge, skill, 

and/or ability required.  Reasonable accommodations may be made to enable individuals 

with disabilities to perform the essential functions. 

  

Education/ 

Experience 

Associate’s degree from a college with a major in accounting or business; 

or three years related experience; or combination of education and 

experience (Florida school experience preferred).  Strong computer skills 

required including experience with Microsoft Office and, in specific, 

experience with Microsoft Excel and Word. 

 

Language Skills Ability to read, analyze, and interpret general business periodicals, 

professional journals, technical procedures, or governmental regulations.  

Ability to write reports, business correspondence, and procedures 

manuals.  Ability to effectively present information and respond to 

questions from groups of managers, clients, customers, and the general 

public. 

 

Mathematical Skills  

 

Ability to add, subtract, multiply, and divide in all units of measure, 

using whole numbers, common fractions, and decimals.  Ability to apply 

concepts such as fractions, percentages, ratios, and proportions to 

practical situations. 

 

Certificate/License N/A 

 

Reasoning Ability Ability to solve practical problems and deal with a variety of concrete 

variables in situations where only limited standardization exists.  Ability 

to interpret a variety of instructions furnished in written, oral, diagram or 

schedule form. 

 

Physical Demands The physical demands described here are representative of those that 

must be met by an employee to successfully perform the essential 

functions of this job.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions.  

While performing the duties of this job, the employee is required to sit, 

talk and hear; stand and walk; use hands to finger, handle, or feel; reach 

with hands and arms. The employee occasionally lifts and/or moves up to 

25 pounds.  Specific vision ability required by this job includes close 

vision, distance vision, and the ability to adjust focus.  The employee 

shall remain free of any alcohol or non-prescribed controlled substance in 

the workplace throughout his/her employment by the District. 



  

 

Work Environment The work environment characteristics described here are representative 

of those an employee encounters while performing the essential functions 

of this job.  Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions.  The noise 

level in the work environment is usually moderate. 

 

REPORTS TO Director of Budget 

 

GENERAL RESPONSIBILITIES 

  

1. Assists the Director of Budget and the District Budget Analyst in the processing of the 

district budget including data analysis, budget amendments and the preparation and 

production/distribution of budget department publications for the board, schools and 

departments. 

 

2. Supports the Director of Budget in the achievement of departmental annual goals and in 

the overall mission of the provision of services to schools and departments in a 

constructive, positive manner at all times. 

 

3. Provides training to various groups including schools and departments with respect to 

budget procedures. 

 

4. Provides supportive assistance to district schools and departments regarding the 

application of district finance and budgeting procedures. 

 

5. Works cooperatively and supportively with the other components of the district financial 

services entity, including, but not limited to:  Accounting, Payroll, Purchasing and FTE 

departments and the office of the Executive Director of Finance. 

 

SPECIFIC RESPONSIBILITES 

 

1. Develops and maintains spreadsheets for budget comparisons and analysis. 

 

2. Maintains records; purchases and requisitions; reconciles summary reports for monthly 

departmental budget. 

 

3. Enters data for and posts Budget Amendments and journal entries and maintains a 

department control log for all budget amendments. 

 

4. Prepares and maintains records for Budget Resolutions on all district funds which 

summarize budget amendments for presentation to the School Board for subsequent 

approval. 

 

5. Prepares, on a biweekly basis, a functional analysis of budgeted versus actual salaries 

and benefits with full disclosure of budget variances and other reports as directed. 

 

6. Serves as first contact for district staff regarding budget problems and resolution. 

 

 



  

 

7. Provides training for school and departmental staff on procedures related to budget 

department functions and assists in the implementation of new procedures and processes 

related to district budgeting, as they are developed. 

 

8. Provides back-up assistance to the Director of Budget and the District Budget Analyst. 

 

9. Monitors budget activities throughout the district for purposes of identifying potential 

issues or problems and offers possible resolutions. 

 

10. Assists in the preparation and presentation of the district’s tentative and final budget, 

including the proofing, printing, duplicating, assembling and distributing the related 

publications. 

 

11. Performs other duties as assigned. 

 


