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 Class Specifications 
 for the Class: 

 
PROGRAM & BUDGET ANALYSIS ADMINISTRATOR 

(PRGM & BUDGET ANALYSIS ADMR) 
 

 
 
Duties Summary: 
 
 Administers the State resource allocation and utilization program by establishing and 
monitoring program planning and budgeting analysis and other related activities and functions in 
accordance with State laws and regulations; and performs other related duties as assigned. 
  
 
Distinguishing Characteristics: 
 
 The position in this class plans and directs the program planning and budgeting 
analysis programs and related programs and activities within the State’s central budget 
agency.  The work involves control and coordination of direct services through more 
than one level of subordinate supervisors, oversight of specialized staff services, and 
the use of complex procedures and organizational management techniques. 
 
 The incumbent of the position in this class is responsible for all administrative 
and technical aspects of the division’s work.  Recommendations and decisions are 
accepted as being technically authoritative and become the basis for various actions. 
 
 The position in this class involves extensive contacts with personnel outside the 
agency, such as other departmental personnel, legislators and their staff, members of 
the Executive Branch and their staff, members of Federal fund granting agencies and 
their staff, and serves as principle staff specialist to the director, governor and 
legislature in resource allocation and utilization matters. 
 
Examples of Duties: 
  
 Plans, organizes, directs and coordinates division activities and operations; plans 
for long-range State program planning and budgeting; works with the director in the 
development of the State program and biennial plans and budget, including the 
development of departmental program plans and budget format, the projection of socio-
economic trends, determinations of alternative and maximum budget ceilings, program 
priority considerations, etc.; assists the director in the analysis of the bond fund and the 
development of the capital budget, including the analysis of the bonded indebtedness of 
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the State in relation to the legal debt limit and credit of the State, and the evaluation and 
prioritization of major projects; works with the director in the development of fiscal 
policies based upon analysis of economic trends, authorized appropriations, estimated 
revenues and cash condition of the State; attends conferences with department heads 
and legislators to discuss program planning and budgeting matters; directs the 
preparation and assembly of financial and statistical data showing trends in State and 
County revenues and expenditures including costs of capital improvements, operations 
and personnel; is responsible for the development, establishment and application of 
work measurement devices, techniques and standards for the evaluation of program 
performance and the establishment and maintenance of organization and manpower 
controls in all State departments; and performs other related duties as assigned. 
 
Knowledge and Abilities Required: 
  
 In addition to the knowledge and abilities required at the lower levels, must have 
a thorough knowledge of the policies and objectives of the State government and the 
central budget agency and the ability to interpret them in relation to the entire budget 
program and budget processes; and familiarity with revenues of the State, and the 
problems faced by all State agencies and the programs of these agencies. 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
  
 This is an amendment to the specification for the class PROGRAM & BUDGET 
ANALYSIS ADMINSITRATOR approved on July 2, 1982. 
 
 
 
 
DATE APPROVED: 9/24/86  /s/  James H. Takushi 
   JAMES H. TAKUSHI 

Department of Personnel Services 
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