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INVESTMENT AND BUDGET OFFICER
KIND OF WORK:  This is highly responsible work in investing available cash funds and in developing the budget for the employing governmental body or agency.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for the planning, procuring and investing of short and long term funds and for preparing budgets.  Work is performed under general supervision within established guidelines and procedures, and supervision may be exercised over other employees.

EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Develops and updates an annual investment strategy for cash funds; formulates cash flow projections on a bi-weekly basis; maintains the investment subsystem of the governmental body or agency's general ledger; analyzes financial records to forecast fund availability and future financial position; evaluates need for procurement of funds and sources available for investment of surpluses; advises management on investments for short and long range financial planning; reviews and analyzes reports and statements in the development of annual budgets; prepares monthly budget reports; prepares, presents and defends budget proposals; prepares financial and statistical reports as required; balances checking accounts to ledgers; presents prepared reports of account reconciliations for the annual audit; works to clear unresolved items and to collect for distribution differences in audit results; participates in other financial functions such as banking, planning analysis and auditing as assigned; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Good knowledge of the investment principles and techniques; good knowledge of basic accounting; good knowledge of municipal budgeting techniques; good knowledge of factors that affect financial investing; ability to formulate cash flow projections; ability to prepare and make financial reports both orally and in writing; ability to formulate and implement sound bookkeeping and record keeping controls and procedures; ability to establish and maintain effective working relationships with financial institutions, superiors and other employees.

MINIMUM QUALIFICATION REQUIREMENTS:  Attainment of a minimum of a bachelor's degree from a recognized college or university in finance, accounting or economics and a minimum of three years responsible investment and budget development experience, preferably in municipal government; or a combination of education and experience equivalent to these requirements.
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