PERFORMANCE ELEMENT/JOB DUTIES WORKSHEET 

EMPLOYEE:



SUPERVISOR:

TITLE: Budget Analyst




DATE:

PERFORMANCE ELEMENTS:

Communication 

Job Knowledge 

Productivity

Customer Focus

Technology Skills

Problem Solving

Interpersonal Relationship

Teamwork

Flexibility

Creativity/Innovation

Dependability 

	      Job Duties (from position description)
	     Performance Elements
	  Expectations/Outcomes

	Develop and maintain budgetary control systems to ensure the accuracy of data for budget projections and reporting.
	· Communication 

· Job Knowledge 

· Productivity

· Technology Skills

· Problem Solving

· Creativity/Innovation

· Dependability 
	

	Determine needs and coordinate planning, development and implementation of database management reporting systems and processes to ensure quality, accuracy and timeliness of financial and budget information.
	· Communication 

· Job Knowledge 

· Productivity

· Technology Skills

· Problem Solving

· Creativity/Innovation

· Dependability 
	

	Provides ongoing staff support to rate and recharge committee.
	
	

	Maintains and updates the ANR activity policies, procedures and rate schedules.
	
	

	Develop systems, methods and procedures to meet federal budgetary reporting requirements for USDA.
	
	


