[image: image1.jpg]WASHINGTON

COURTS




Administrative Office of the Courts

COURT BUDGET ADVISOR


Scope of Responsibility
· Responsible for: the technical preparation, accuracy review, submission, implementation and monitoring of the biennial and supplemental operating budgets for the Washington State Supreme Court, Court of Appeals, State Law Library and Administrative Office of the Courts (AOC).

· Responsibilities further include the monitoring and analyzing of revenue collection data in the Washington Public Safety and Education Account (PSEA) and the Judicial Information Systems (JIS) account.  Assists the Management Services Division Director in the overall development of the biennial and supplemental budgets for the judicial branch of Washington State government

· Responsible for the preparation of the biennial and supplemental allotments.
· Reports to the Management Services Comptroller.  Works directly with AOC management, the Office of Financial Management staff and legislative staff in the technical budget preparation process.  Analyzes, prepares reports and makes recommendations to the Court of Appeals and court department management on complex financial and budget data.
· Performs professional level budget preparation duties.  Work is performed independently with decision making responsibility within specified area of expertise.   Work performed includes analysis, review and interpretation of reports, development and presentation of budget and management reports, and recommendation for enhancement of business processes.



Essential Activities

· Serves as the primary technical budget advisor to the AOC Management Services Division Director, Clerks of the Court of Appeals and state Law Librarian.

· Responsible for the technical development, coordination and submission of multiple biennial and supplemental budget documents based on information from the Supreme Court, Court of Appeals, State Law Library and Administrative Office of the Courts in accordance with state statute.

Essential Activities (Continued)
· Responsible for developing and monitoring specific expenditure plans for the Supreme Court, Court of Appeals, Law Library and the Administrative Office of the Courts to include: analyzing complex expenditure and revenue data, determine their significance and if necessary recommend changes to existing expenditure levels.

· Project future revenue collections and projected funding needs.  Make recommendations regarding adequacy of resources and provide suggestions regarding programmatic reductions if necessary. 

· Prepare, review and monitor all financial status reports.  Contact court and AOC management regarding significant variances or anomalies in expenditure or revenue collection patterns.

· Review, analyze and prepare responses for Judicial Impact Notes.

· Performs other work as required.



Key Competencies

· Proficient knowledge level of the Washington State budget process
· Proficient knowledge level of the Washington State automated budget and accounting systems.

· Proficient knowledge level of accepted governmental accounting principles, procedures.
· Proficient knowledge level of internal budget and accounting controls.

· Proficient knowledge and understanding of accounting and budget system design.
· Sufficient understanding of management principles within a public service venue.

· Effectively identifies potential tasks, activities and timelines necessary to achieve a stated purpose.

· Develops a clear understanding of required action steps.

· From a large array of possible actions, accurately identifies those that are most pertinent, critical, and time sensitive.  Discards actions which are not essential or which may lead in the wrong direction.

· Establishes priorities and a sequence of activities accordingly.

· Develops plans and strategies that clearly identify the purpose, critical actions, priorities, timelines, scope, methodology and expected outcomes.

· Accurately assess the resources necessary to carry out planned actions.

· Perceives the impact and implication of decisions made regarding resources.

· Acquires and integrates input from others regarding critical actions, timelines, sequencing and priorities.

· Anticipates potential problems as well as opportunities, and adjusts plans based on input.

Key Competencies (Continued)
· Proficient ability to identify potential tasks, activities, and timelines necessary to achieve a stated purpose. 

· Proficient ability to develop a clear understanding of required action and implementation of those actions.

· Proficient ability to acquire and integrate input from others regarding critical actions, timelines, sequencing, and priorities.
Understands and determines priorities, in relationship to time sensitive circumstances.

· Learns and implements new concepts; adapts to change; interprets and effectively communicate policies and procedures; instruct individuals and groups. 

· Recognizes potential problems and opportunities for improvement.

· Clearly sees and understands the customers’ expectations and ensures that work products meet those expectations.

· Understands communication mechanisms and measures goals accurately.

· Faces up to problems with people quickly and directly. 

· Understands communication mechanisms and measures goals accurately


Qualifications and Credentials

Bachelor degree in business or public administration or closely related field AND:
· Five or more years of progressively responsible State of Washington budgeting experience OR:
· Significant combination of college credit in accounting, budget preparation and/or management analysis combined with four years of progressively responsible budgeting and/or management analysis experience internal or external to the State of Washington.

A combination of relevant education and experience demonstrating a working knowledge of the functions and responsibilities of the Court Budget Advisor may be considered in the meeting the qualification baseline.


SALARY RANGE: 60


· Workweek may fluctuate depending on workload or agency need.
· Overnight travel may be required based on business need.

· This position is not covered under the Fair Labor Standards Act (FLSA).
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