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	South Coast Air Quality Management District

FINANCIAL ANALYST
$6,410 - $7,941 per month
PLUS a great work environment, excellent benefits and a 4/10 work week!


ABOUT AQMD

South Coast Air Quality Management District (AQMD) is one of the largest and most technologically sophisticated environmental regulatory agencies in the nation.  We serve a four-county region that includes all of Orange County, and parts of Los Angeles, Riverside and San Bernardino counties, home to more than 17 million people.  AQMD's headquarters is located in Diamond Bar, 30 miles east of downtown Los Angeles, at the junction of the 57 and 60 freeways.  With a highly diverse "Clean Air Team" of over 800 employees, and an annual budget of $132 million, our mission is to ensure clean air and a healthy environment.
ABOUT THE JOB
AQMD is currently seeking a Financial Analyst for our Finance and Budget unit in the Finance Office.  Under the general direction of the Financial Services Manager, this position conducts a variety of administrative and financial studies and cost analyses of AQMD operations requiring analytical, statistical, and investigative ability.  The position also works closely with departmental staff on developing and administering departmental budgets, assists with agency budget preparation, prepares administrative reports, gathers data, analyzes issues and problems; develops and evaluates alternatives and prepares recommendations.
This job requires strong professional-level skill in research, analysis, statistics, and report writing, along with PC proficiency, and excellent interpersonal and communication skills.  The ideal candidate will possess directly related professional public-sector experience and will be highly motivated, self-directed, positive, and able effectively to organize and juggle multiple competing priorities and deadlines.
This recruitment is to establish an eligible list from which we expect to fill current and future Financial Analyst positions performing similar specialized functions that become vacant during the six-to-twelve-month life of the list.
ESSENTIAL DUTIES

Conducts a variety of administrative, financial, and operational studies requiring the knowledge of financial management, work measurement and systems analysis; prepares recommendations and may assist in the development, installation and integration of new or improved systems which often cross divisional lines designed to increase management effectiveness and reduce operational costs.
Prepares account analysis, makes expense and revenue projections, and coordinates the accumulation of financial and programmatic information for AQMD’s budget; assists in the preparation of AQMD’s work plan.

Conducts special studies related to budgetary expenditure and revenue matters, including surveys of workload and the development and application of funding standards.

Performs technical and administrative tasks and represents AQMD concerning financial and administrative aspects of grant programs and other specially funded programs.
Contacts outside agencies to assess AQMD’s eligibility for grant and subvention funds; gathers and prepares all related background information for funding authorities; and prepares grant or subvention proposals.

Responds to work assignments and projects from AQMD administrators and directors.

Prepares analysis related to AQMD rules, regulations and fee schedules; evaluates existing or proposed practices, policies and procedures; and prepares or researches and analyzes requests for contracts or agreements.
Participates in and/or heads task forces and committees.
Provides coordination and systems management of the Finance Office portion of the billing system.
Responds to requests for public information regarding AQMD’s financial status; prepares verbal and written reports covering surveys, investigations and studies; may prepare official correspondence and Board agenda material as directed.

Represents AQMD in conferences with representatives of outside organizations.
DESIRABLE QUALIFICATIONS

In addition to the minimum qualifications, which follow, the most competitive candidates will possess:
· Demonstrated public-sector experience conducting a variety of administrative, financial, and operations studies requiring knowledge of financial management, work measurement, and systems analysis
· Experience preparing budgets, account analyses, operational audits, and making financial projections
· Demonstrated experience gathering financial data, conducting studies, making recommendations, and developing financial reports

· Experience managing grants, including gathering and preparing grant information, as well as preparing subvention proposals
· Proficiency with Microsoft Office Suite (Excel, Access, Word, Outlook and PowerPoint), automated budget and accounting systems, financial computer applications and related systems
· Demonstrated experience communicating effectively with internal staff, outside agencies, and the public
· Exceptional writing, analytical, and report preparation skills
MINIMUM QUALIFICATIONS FOR THIS CLASSIFICATION
EDUCATION:  Graduation from an accredited college or university with a major in finance, accounting, business or public administration or a closely related field.

EXPERIENCE:  EITHER (1) Two years of professional experience in governmental budget preparation or accounting, OR (2) Three years of professional experience in administrative analysis, one year of which must have included contract and budget analysis.
KNOWLEDGE OF:  Principles of public administration and management including principles, practices and methods of administrative, organizational, financial and management analysis; public financing, budgeting and accounting; business organizational functions, operations and objectives; basic principles and practices of public personnel administration; statistical methods and techniques; principles of work scheduling and coordination; personal computers and computer applications; report writing methods and techniques.

SKILL OR ABILITY TO:  Initiate research studies and reports including the collection, organization, analysis and development of administrative, financial, organizational, and management recommendations; prepare written analysis, recommendations and compile reports; evaluate and recommend improvements in operations, systems, procedures, policies and methods; coordinate the budget preparation process and perform technical budget, financial and account analysis work; identify, develop and implement new and improved budgeting, data processing, recordkeeping and operational procedures; understand, interpret and apply complex rules, regulations and guidelines; carry out assignments and projects without detailed instructions; analyze situations and adopt effective courses of action; establish and maintain cooperative relationships with AQMD staff and others contacted in the course of the work; communicate effectively, orally and in writing; and maintain required confidentiality in carrying out assignments, studies and projects.

CURRENT BENEFITS
4/10 schedule (Tuesday through Friday).  (An excellent defined-benefit retirement program through the San Bernardino County Employees’ Retirement Association (SBCERA), with AQMD contributing the majority of the cost on the employee’s behalf.  SBCERA has reciprocity with CALPERS and provides 2% at 55, with progression to 3.134% at age 65. (Employees pay only the Medicare portion of Social Security. (Cafeteria Benefits Plan that provides a lump sum monthly to purchase medical, dental and vision coverage, with 100% of any unused funds paid as cash. (457 deferred compensation plan with a dollar-for-dollar match. (Section 125 Dependent Care and Medical Reimbursement Plans and term life insurance, paid holidays, sick leave, vacation time, tuition reimbursement, and rideshare opportunities. (Beautiful headquarters complex with on-site cafeteria, fitness center, and child-care center (6 weeks to 6 years).
DEADLINE AND HOW TO COMPETE

DEADLINE:  5:00 P.M., FRIDAY, FEBRUARY 6, 2009
OR when a sufficient number of qualified candidates have applied
Submit application to HR in hard copy, by e-mail (as attachments) to hrapply@aqmd.gov,
OR fax to (909) 396-3325.
READ CAREFULLY -- TO BE CONSIDERED, YOU MUST SUBMIT ALL OF THE FOLLOWING:

1)
A fully completed, detailed AQMD application (found at www.aqmd.gov), which covers at least the past ten years of employment (or longer, if you have other relevant experience).
2)
A list of four work references (not peers), on the form attached to the application for this purpose.

3)
Detailed responses to the Supplemental Questionnaire which follows.

4)
Non-AQMD employees must submit acceptable documentation of the required undergraduate education, as detailed below, no later than Wednesday, February 18, 2009.  (AQMD employees, please see degree verification requirement information at the bottom of the section, which follows.)

VERIFICATION OF EDUCATION

What Constitutes Acceptable Documentation That You Possess Qualifying Education Claimed?
Acceptable documentation consists of original, official transcript(s) covering all qualifying education claimed.  Original, official transcript(s) must be mailed directly to AQMD, in an unopened envelope, by the accredited U.S. college(s) or university(ies) granting the degree/qualifying units.  Direct the transcripts to P. Giffen, RE:  job posting #08:31:JN, c/o Human Resources, no later than 5:00 p.m., Wednesday, February 18, 2009.

If you have had your original, official transcript(s) mailed to us for a prior recruitment, or you know they are already in your personnel file, you do not need to have that information resent; however, please be sure to indicate this when submitting your application.

If your original, official transcript is not on file with us, your name cannot be forwarded to hiring managers for consideration when we get to that part of the selection process – even if you are otherwise successful in the process and eligible for appointment.  Therefore, to avoid any last minute delays in your ability to be considered, please request your transcripts immediately.
Validating College Units or Degrees From a Foreign Country

College units/degrees earned in a foreign country may be accepted only under one of the conditions detailed on the document provided on the Employment Opportunities page at www.aqmd.gov labeled “ESTABLISHING FOREIGN DEGREE EQUIVALENCY.”
Requirements for AQMD Employees

For specifics on how existing employees can satisfy this degree verification requirement, AQMD employees should go to Q:\FORMS\HR\REQUIREMENTS FOR VERIFYING EDUCATION.
SELECTION PROCESS

· The selection process is expected to consist of the following steps.  Supplemental Questionnaires of qualified applicants will be screened by subject matter experts to identify those who will be invited to a qualifying interview, from which an eligible list is expected to result.

· At each successive step of the selection process, only the most competitively qualified will advance to the next step, based upon a natural break in the scores resulting from evaluation of candidate performance by subject matter experts.
· AQMD reserves the right to modify the selection process, as needed, based upon the qualifications and numbers of applicants. 

NOTE:  AQMD reserves the right to screen to candidates who
present the most highly competitive combination of education, training,
background, skills, and abilities for this assignment, as is the agency’s consistent practice.
SPECIAL NOTES:
1) Applicants who are special disabled veterans, veterans of the Vietnam era, and other eligible veterans should submit a copy of their DD214 along with their application package.
2) References will be checked on all finalists, but only after notifying them they are in final consideration.
3) The selected candidate must pass a physical examination paid for by AQMD, prior to actual appointment to the position.
4) If special accommodation for a disability is needed during the selection process, please call (909) 396-2800.

WE PROUDLY PROMOTE DIVERSITY IN EMPLOYMENT
SOUTH COAST AIR QUALITY MANAGEMENT DISTRICT

21865 Copley Drive, Diamond Bar, CA 91765
SOUTH COAST AIR QUALITY MANAGEMENT DISTRICT

Supplemental Questionnaire for

FINANCIAL ANALYST
This Supplemental Questionnaire constitutes a form of written test and must be submitted along with a carefully completed South Coast Air Quality Management District (AQMD) application or you will be disqualified from consideration.  The information on your application and responses to the questions below will be evaluated not only on how well you meet the education, experience, and technical requirements of the job, but on how well you demonstrate possession of all required knowledge and abilities listed in the posting.  Be sure to respond completely to each question; do not simply refer to your application, a personnel file, resume, or attachment(s).

· Your responses must be prepared on a computer (or typewriter) and professionally presented in a narrative format.  While bullets may be used for emphasis, please do not present your entire response in a purely bulleted or outline format, as this is intended to be a sample of your writing skills.  Handwritten responses are not acceptable.

· Number your responses to correspond to the question numbers, and try to limit your response to one page or less per question, as applicable.  If you have extensive experience, you may not be able to limit your response to one page; however, information presented must be directly responsive to the question asked and concisely presented.

· Responses that are not presented in a professional manner, are lengthy because they ramble, or are not directly responsive to these directions or the question asked, will negatively impact your score.

· Only those who demonstrate in their application materials that they are among the most competitively qualified will be advanced to the next step of the selection process.

In each of your responses to the questions below, be sure to include:  a) sufficient detailed information to clarify your job title and role and responsibilities (what you actually did); b) how long you performed these duties and when; and c) in what unit and organization you were working at the time.

QUESTIONS
1. Provide a complete, clear, and concise overview of your qualifications for this position, based upon the minimum and desirable qualifications (including education, experience, knowledge and abilities), as detailed in the job posting.
2. Describe your experience conducting special studies and/or audits, and report writing related to operational, administrative, and financial management.  Please provide examples and specific details regarding the special studies or audits you have conducted, the analysis required to complete them, and the types of written reports you have prepared.
3. Describe detailed examples of your experience developing, preparing and reviewing budgets.  Include your specific responsibilities and how you were involved in making changes or recommendations.
4. Describe your experience responding to and/or presenting information to people outside your internal organization regarding complex financial and budgetary matters.  Please include details of your examples such as:  the topic, the audience, your role, how you communicated the information, and the outcome.
5. Describe examples of your experience developing new or improved systems or procedures to increase management effectiveness and reduce operational costs.
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