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FNSBSD JOB DESCRIPTION 

Job Title: Budget Specialist I – Department/Program Based 

Supervisor: Department/Program Administrator Classification: Salary, 
Non-Represented 

Days/Months: 12 months Grade: 5 
  
Job Summary: 
The budget specialist I assists the administrator in coordinating the development of the 
department/program’s operating plan (budget) and monitoring and reporting performance against 
the plan. 
 
Essential Job Functions: 
Receives community input through phone calls, correspondence and public meetings.  
 
Collects budget data from a variety of sources to include school administrators and program 
managers.  
 
Reconciles personnel expenditures through periodic reviews and comparisons of budget to actual.  
 
Analyzes budget requests through preparing cost projections and reviewing proposals to ensure all 
appropriate costs are included.  
 
Prepares materials and presentation formats for various groups to include Budget Review 
Committee, school board work-sessions, management team and building principals. 
 
Assists program managers and principals in monitoring program expenditures throughout the fiscal 
year. Responds to routine budget related questions.   
 
Reviews all operating fund expenditures for appropriate coding and availability of funds. 
 
Evaluates budget impact of proposed program initiatives.  
 
Develops and maintains historical actual cost comparison schedules. 
 
Periodically prepares and circulates budget worksheets and reports. 
 
Provides staff support to the administrator in day-to-day department/program operations to include 
answering phone calls, scheduling meetings, arranging travel and responding to routine inquires.  
 
Non-Essential Job Functions 
Performs other job-related duties as assigned. 
 
Equipment Used 
Computer, printer, fax machine, copy machine and scanner. 
 
Primary Working Contacts: 
Works closely with the building principals, department heads, and administrative secretaries in 
budget development and budget monitoring. Works with the budget review committee. 
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Responsibility for Cash, Equipment, Safety 
None. 
 
Supervision Received and Exercised 
None given; works under the direction and supervision of the department/program administrator. 
 
Unusual Working Conditions 
Position will involve stress due to the high volume of work, the sensitive nature of the work, and 
strict adherence to deadlines.  
 
Evaluation 
Annual written evaluation. 
 
Physical and Mental Demands 
The physical demands of this position require frequent standing, walking, sitting, speaking, and 
hearing. Requires near vision to write and read printed materials and computer screens. 
Requires hearing and speaking to exchange information on the telephone or in person. The 
employee is regularly required to reach with his/her hands and arms and occasionally lift items 
weighing up to 20 lbs. Must be able to use carts, ladders, dollies, and stools to assist in moving 
or shelving items. Requires sufficient arm, hand, finger dexterity to operate a keyboard and 
other office equipment. Repetitive motions with wrists, hands, and fingers may also be required. 
Additionally, the employee must be able to communicate by oral and written means in an 
appropriate business manner and have cognitive skills to understand instructions, readily recall 
facts and details, handle conflict, and make effective decisions under pressure.  
 
The Fairbanks North Star Borough School District is committed to providing reasonable 
accommodations, according to the applicable state and federal laws, to all individuals with 
qualified physical or mental disabilities. 
 
Job Qualifications 
The following are required: 

1. High school diploma or GED equivalent.  
2. Minimum of two (2) years of experience in general ledger accounting, and/or budget 

development and/or public education office management.  
3. Excellent written and verbal communication skills in English. 
4. Computer skills sufficient to perform extensive work in word processing, spreadsheet, and 

accounting software.  
5. Knowledge of government accounting and budgeting processes and procedures.  
6. Proven ability in budget planning, financial control monitoring, and development and 

analysis of financial statements and reports. 
7. Must be able to work discreetly with highly confidential data, work independently, and have 

proven record of working effectively with employees at all levels. 
 

The following are preferred: 
1. Post-secondary education in accounting or finance. 
2. Extensive knowledge and understanding of district administrative practices and systems 

including the district’s account structure, time keeping, object code & function definitions, 
school board policies, and state statutes. 
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Additional Job Information 
Fairbanks North Star Borough School District employees must possess the ability to read and 
write in English. This includes the ability to communicate in English with school staff, coworkers, 
and the public. Employees must also have the ability to comprehend and carry out oral and 
written directions and understand and follow English instructions and written documents.  
 
The Fairbanks North Star Borough School District is an Equal Opportunity Employer. 
 
 
  


