Government of Guam
Department of Administration
Human Resources Division

Job Announcement

Eddie Baza Calvo
Governor Anthony C. 8laz
Ray Tenori - T T T e T Director
e tanant OPEN COMPETITIVE EXAMINATION Anisla 8. Terlaje
Goverpor Deputy Director

To establish a list for the position of

BUDGET AND MANAGEMENT ANALYST lll

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-18; $79,338 P/A

The Government of Guam may offer competitive benefit packages, which includes {Defined Ci b Plan 401
and 457), bealth Insurance plans, cafeteria plan, an Employee Assistance Program, annual and sick leave, paid holidays and life
Insurance. For additional information regasding the Government of Guam Retirement, please visit www. ggrf.com. For other
Inquires please visit Dep. cf A ation website www Br.doa.guam.gov

Wha Can
Open to all government of Guam employees and the public.

i i n
Three [3) years of experience as a Budget and Management Analyst, Including one year as a Budget and Management
Analyst Il and graduation from a recognized college or university with a Bachelor’s degree In business or public
administration, political science, or closely related field, or

Any equivalent combination of experience in the field of Budget and Management work and training which provides
the mintmum knowledge, abilities and skills

Nature of
This is 3 complex professional work Involved in the preparation and administration of the budgets of executive
departments and agencies. Employeas in this class perform the full range of complex budget administration duties.

Nustrative Exgmples of Work
Provid igned depar fagencies with advice and guidance to facllitate the development of their respecthve annual budget
interprets budget guidelines and instructions f lated and di i d by the Bureau, assist in the development of meaningful
and realistic program goals, objectives and workload outputs consistent with the depanmemfagency mandated missions: scrutinizes
department/agency budget request for accuracy and consl v with blished prep analysls and recommends
realistic funding levels cansi with ive policies and prioritles, anends Ies.slativc budget hearings to support the
depariment/agency budget request on the Bureau’s behalf. Prepares Impact analysis of department/agency budget appropriations
approved by the Legistature for the Governor's consideration develops appropriation and control records of authorized funds;
Interprets executive policy and legislative intent pertaining to the use of appropriations, expenditure fundm(. mmfer of funds to
depanments/agencies. Reviews federal grant applications for compliance with state clearingh i and
makes recommendations on the need for requested program based on territorial state plans and prinrlties mmlnates with
planning agencies In the review of grant applications; monitors grant awards and maintalns budgetary control records, Monitors
capital improvement project; insures pli with blished policies and requir s g ing and p ing and
expenditure of funds, Reviews, dy and rec ds approval or disapproval of department/ agency requests for parsonne!
actions, travel authortzations in accordance with executive policies. Prepares legislative testimony for the Director or Governor as
assigned. Frepzres budget narratives 4o refect supporting analytical presentations, Conducts analysis ln delermlne the mast
of cbtaining servicas (ie. lease vs. purchase). Analyzes di ‘s G or functi and
makes appropriate dation on methods to achieve effectiveness, efﬁcien:y. and economy of operations. Analyres existing
or proposed functional charts to detect and eliminate duplication of functions in organizational units and to clarily organizational
hi Reviews proposed orga | changes relative 1o consolidation, addition, deletion of transfer or organizational
units to determine budget and/or programmatic impact. Performs t analysis of gover tal Ization to ensure

eficiency In operations and resource allocation. Prepares revenue and expenditure projections. Assist in lhe development of
guideli {or policies blished by Executive Order or Legisiative mandates. Analyzes and updates BACIS records affecting
assigned departments/agencies. Reviews firancial statement/reports 1o ensure. expenditures are in consenance with established
policies, Reviews and c on proposed legistation, writes up propased legislation to address assigned depantment/agency
needs. Coord research, g studies and speclal projects. Represents the Bureau at Legistative Budget Hearing to
answer queries by Senators on budget related matters. Perfarms related duties as required.

Hi {ill

Knowledge of the principles, practices and techniques of g | budget ation and & Ability to learn the
aperations of executive departments/agencies and determine financlal needs. Ability to evaluate crganizational structure and
methods of operations and make recommendations . Ability to analyze and interpret fiscal data and make recommendations
relative to budgeting and B Ability to make decisions In accordance with appropriate program guidelings. Ability to
analyte and evaluate fnancial and program reports as well as short and long range plans. Ability to organire and present clearly,
oral and written technical reports of analysis and recommendatlons.  Ability to iaterpret and apply new or revised financial and
budgetary guidelines. Abllity to learn and apply the principles and techni of i data p ing. Ability to coordi

and conduct management studies of exiting organization and operations In order to effectuate improvement. Ability 1o work
effectively with the public and employees. Ability to communicate effectively, orally and in writing. Ability to maintain records and
prepare reports .

1
Applicants will be rated on a scale between 70.00 and 100.00 percent on the basis of thelr training education and
experience in relation to the requirements of the position



BUDGET AND MANAGEMENT ANANLYST ill

1 and ulr
Applicants claiming educational accomgpiishments are required 1o submit official or verified coples of transcripts or diplomas.
The diploma, degree, or credits required must come from an educational institution that Is accredited or recognized by
elther Its government or a 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 high school diploma or a successful completion of a General Educational
Development {GEL] Test, or any equivalent of a general education high school program, or a successful completion of &
certificate program from a recognized accredited or certified vocational technical institution, pursuant to Public Law 29-
113. For more information, please contact the Department of Administration, Recruitment Branch at 671-475-
114171120,

ulitabil
Your employment application will not be deemed completed unless the Suitability Determination Form is completely filled
out, signed and dated. If it Is not compiete or missing from your application, your application for this position will be
rejected, Please pay particular attention to question #2. If you answer “yes”, you must attach your poiice clearance that is no
older than cne (1) month from the date of submitting your application. In addition, please resubmit an updated Suitability
form if anything occurred that warrants updating your responses on your Suitabiity Form after you have submitted your
application.

Prohibition Pursuant to P.\, 28.98

No person convicted of a sex offense under the provision of chapter 25 of Title 9 GCA, or an offense as defined in Article 2 of
Chapter 28, Title 9 GCA In Guam, or an offense in any jurisdiction which Includes, at a minimum, all of the elements of said
offenses, or whao is listed on the 5ex Offender Registry shall work in any agency or instrumentality of the government of
Guam.

Interviewing Procedures

A personal interview or interview by telephone (if off-island} will be held by the appeinting autherity or his or her designee
for all eligible referred via certification

I
All applicants accepting employment must underge a medical examination and be declared by the physician as capable of
performing the duties of the pasition being hired for.

Work Eligibility
When offerad a position, you will be required to provide proof of identity and eligibility for employment in the United States
as condition of employment

Applicants selected for and offared 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 (TDP). Failure to submit
or pass such drug test shall be grounds for rescinding the offer of appointment

Police & Court Clearances Requirements

If selected for ths position, your selection will be geaditional 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 five [5) business days from the postmarked date of your [etter to submit
police and court clearances that are no older than one (1) month from the date of your letter. The cost of the clearances s
your responsibility. if you have already submitted clearances with your employment application, you will not be required ta
resubmit as long as they meet the date criteria above. If you do not have any conwiction or conditions that would warrant
rescinding the job offer, and pass the drug test you will be notified of your start date,

her: A
Submit job applications at the Department of Administration, Human Resources Division 2™ floor, ITC buiding, Tamuning,
between the hours of 8:00 a m. ~ 5:00 p.m., Monday through Friday, Individuals with disabllitles who require special
accommodation should contact this office prior to any scheduled examinations or interviews.

Moer| (
Cal¥ or visit us at the Department of Administration, Human Resources Division at {671) 475-1141/1120. In addition, job
anncuncements and job application forms are accessible through the Department of Administration’s website at
www hr.dop guam.gov. Also, job applications can be downloaded from www.govguamdocs.com or you can emall to
doalphsdos puem. goy for additional information.

‘:: YISTRATOR

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.



