
Government of Guam

Department of Administration

Human Resources Division

Job Announcement

To establish a list for the position of

BUDGET AND MANAGEMENT ANALYST III

Announcement Number: DOA 33-16 Open: November 16, 2015
Continuous

Pay Grade: OPEN: N-01; $45,014 P/A — N-07; $56,268 P/A
PROMOTION: N-01; $45,014 P/A — N-iS; $79a338 P/A

The Government ti Guam may offer comnelitive benefit packages which Includes retirement Defined Contribution Plan 401
and 4571, health Insurance plans, cafeteria plan, an Employee Attiutance Frtgrass, annual and sick leave, paid holidays and life
Insurance For additional information regarding the Government of Gaam Retirement, please visit yw gad corn. For other
su.rea pleas cuss: Department of Admisotracsr wrositr ww.v Ii- boa girt gsa

Wino can Aoplv
Open to a:l government of Guam emp1oyeos and the public.

Qualification Reouieements

Three (3) years of experience as a Suaget and Management Anayst, including one year as a Budget and Management

Ana:yst II and graduation from a recognized cotege or unIversity w.th a Bachelor’s degree :n ojsiness Cr public

administration, pol.tical science, or closely related field, or

Any eouiva’ent combination of eaperience In the feld of Budget and Management work and trainsng which provsdos

the min:mum knowledge. ab:l:ties and skills.

Nature of work

This it a complen professional work nvolved in the preparatIon and admnistracion cf tne budgets of esecutive

departments and agencies. Employees in this class perform the full range of complex budget adm;nistration Duties

IllustratIve Etamoles 0f Work

Providcn assigned departmrnls/aeencieiw th advice and guidance to facilitate the development of their respective annual budget

interprets bodget guide. nm and inucructions formulated and dissemmaled by the Bureau, assist in the development of meaningful
and realistic program goals, obiectives ard workload outputs cossistent wth the oeparttvent/aeency mandated missions; scrutinizes
departrnentJagency budget request for accuracy and consstnncy w;:h established esdel.nes. prepares analysst and recommends
realistic funding levels consistent w’th eaecative po,ces and priorities, attends leg;slatise bsdget hearings to support the
deptomenc/agency tadget nequotl on the Bureau’s beha’f. Prepares impact analytis of department/agency bidget appropriations
aporoved by the Legislature for she Governor’s conssderat:oa develops approptation and control records of authon:zed funds,
ntenp’ets executive oolicy and ideislatme inter,t pertaining to the use of app’opr,ations, eapendituro fcndang, transfer of funds to
departments/agencies. Revsewv federal grant apphcations for compl.ance with state clearoghoete regulat:ons, evaluates and
makes recommendatons on the need for requested program based on territorial state plans and priorities, coordsnatet with
pianr.;rtg agencies in the reainw of grant azoica:ions; monitors grant awarDs and maicta ns budgetary control records. Monitors

capital improvement project; innures compliance w th eotabLshed policies and requsrements governing and processing and
espenditure of funds Reviews. analvzet. and recommends aonroval or disapproval of dopartmesl/ agency requeutt for personnel
actions. travel authorsoations in accordance earth eseostise ooicies Prepares leesslatee testimony for the Dgenon or Governor as
ass gred. Prerarea budget narratives to reflect su:porting analytscal preser.taoons Conducts anafytis to determine the most
economical method of obtaining services lie. lease vs. purchate: Ar.a:yzes department’s organization, mission or functioss and
makes approobate recommendation on methods to achieve effectiveness, efficiency, and economy of operation a. Analyaes es;ttsng

or prcpowd fjnctro,,al charts to detect and elinsisate duplicatios of functions in organizational units and to clarify organiaatsonal
mr!ationships. Reviews proposed organcati anal changes relative to corsc’;dalicn, aodi:ion, oele:i on of trar,sfer or organizat:oral

units to determIne tadget and/ce programmatic impact, Pentoems management analysis of governmental ongar;oaccn to ensure
efficiency Is operations and resource allocation. Prepares revenue asd enpendisure projections. Atsist In she development of
guidelines for pohcieo established by Executive Order or tegislativo mandates Anslyors and updates BACIS records affecting

assigned departments/agencies. Reviews financial statement/reports to ensare rrpssditaros are in consonance lb established
policies. Revirws and comments on pioposed legislation, writes up proposed legislation to addtess assigned department/agency

needn. Coordinates research, management studies tnd special prolects. Replesents she Bureau as tegislalive Bsdget Hearing to
answer queries by Senators on budget related matters. Performs reitted duties as reqsired.

Knowledge. Abitlttes & SkIflu
Knowlrdge of thy principles, practices and techniques of governmental badgeo administration and management. Ability to learn the
operations of enecutive departments/agrncres and determine financlat nesdu. Ability to evalaate organizational structure and
methods of operations and make rfcommrndationn . Ability to analyze and storpree fiscal data and make recommendations
relative to budgeting and management. Ability so make decisions In accordance wish appropriate program guidelines. Ability to
analyoe and evaluate financial and program reports as well as short and long Fangs pIano. Ability to organioe and present clearly,
oral and written technical reports of analysis and rrcommendttiono. Ability to intorpret and apply new or revised financial and
budgetary guidelines. Ability to learn and apply the principles and techniques of automatic data processing. Ability to cooeditate
and conduct management studies of eaiting organization and operations in order to ellemuale improvement. Ability to work
effectively with the public and employees. Ability to commas icate effrctively, orally and in wnitieg. Ability to maintain records and
prepare reports.

Etaminaqion Requieemgntt
Applicants will be rated on a scale between 70.00 and 100.00 peicenl on the basis of their training, education and
espenience in relation to the requirements of the position.
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Deputy Director
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Governor
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Lieutenant

Governor

OPEN COMPETITIVE EXAMINATION



BUDGET AND MANAGEMENT ANANLYST III

Educational and Documentation Requirements
Applicants claiming educational accomplishments are required to submit official or verified copies of transcripts or diplomas.
The diploma, degree, or credits required must come from an educational institution that is accredited or recogniaed by
either Its government nra government recognized accrediting agency.

Employment in the service of the government of Guam shall have as a reasonable measure of job performance, the
minimum educational requirement of a hgh school dioloma or a successful completion of a General Educational
Development (GED) Test, or any equwaent of a general education high school program, or a successful completion of a
certificate program from a recognized accredited or cerb!.ed vocational technical institution, pursuant so Public Uw 29’
113. For more information, please contact the Department of Administration. Recruitment Brands at 671475’
1141/1120.

SuitablGty Determination Form
Your empioymer.t application wI; not be deemed completed unless the Suitability Detezminaton Form is completely fited
out, signed and dated, If it is not complete or missing from your application, your application for thin position will be
reected. Please pay particular attention to question p2. if you answer ‘yes”, you must attach your police clearance that is no
older than one (1) month from the date of submitting your application. In addition, please resubmit an updated Suitabiity
form if anything occurred that warrancs updating your responses on your Suitability Form after you have submitted your
application,

Prohibition Puneant to P.1. 2!’9!

No person conv:cted of a see offense under the ;rovis;on of chapter 25 of TideS GCA, or an offense as defined in Article 2 of
Chapter 28, Title 9 GA in Guam, or an offer.se in any jurisdiction which includes, at a minimum, all of the elements of said
offenses, or who is listed on the Set Offender Reg:sery shall work in ar,y agency or instrumentaity of the government of
Guam,

Intervlewins Procedures
A personal interview or interview by telephone (if off’lsland) will be held by the appointing authority or his or her designee
for all eligible referred via certification

Employment Medical ExaminatIon
All applicants accepting employment must undergo a medical esamination and be declared by the physician as capable of
performing the dutiet of the position being hired for.

Work tilgiblilty

When offered a position, you will be required so provide proof of identity and eligibility for employment in the United States
as condition of employment.

Drue Screening
Applicants selected for and offered employment with the Government of Guam shall undergo and pass a mandatory drug
test before being employed. This also applies to employees selected for Test Designated Positions (TOP). Failure to submit
or pass such drug test shall be grounds for rescinding the offer of appointment.

Police & Court Clearances Requirements
If selected for this position, your selection will be conditional pending submission of a recent police and court clearance, and
taking and passing a drug test (see Drug Screening section of the announcement). The hiring department will mail a letter to
you explaining these requirements you will have flee (5) business days from the postmarked date of your letter to submit
police and couri clearances that are no older than one (1) month from the dale of your letter. The cost of the clearances is
your responsibility. If you have already submitted clearances with your employment application, you will not be required to
resubmit as long as they meet the date criteria above, If you do not have any conviction Cr conditions that would warrant
rescinding the job offer, and pass the drug test you will be notified of your start date.

Where to Apply

Submit job appiicat:one at the Department of Administration, Human Resources Division 2’ floor, ITC building, Tamuning,
between the hours of SDO a m. — 5CC p.m , Monday through Friday individuals with disabilities who require spedal
accommodation should contact this office prior to any scheduled esaminatlons or InLerviewL

For More Information

cat or visit us at ste Department of Adm;nistrstion, Human Resources Dieslon ai (571) 475.1141/1120. In addition, job
announcements and job application forms are accessible through the Department of Adnin:stration’s website at
uwtnv.hr.doa.euam roe. Also, job applications can be downloaded from vnvei goeguamdocs.com or you can email to
dosiobspdon.puom ene for additional information.

For: SfANE 0/ CAT
PERSONNEl RVlCtS AD, .STRATOR

HUMAN RESOURCES DIVISION

WE ARE AN EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER. WE DO NOT DISCRIMINATE ON
THE BASIS OF RACE, RELIGION, COLOR, SEX, AGE, DISABILITY, EXCEPT FOR POSITIONS
REQUIRING BONA FIDE OCCUPATIONAL QUALIFICATION.


