COST AND STATISTICAL ANALYST I

DISTINGUISHING FEATURES OF THE CLASS: Under general supervision, an
incumbent of this class is responsible for performing cost and statistical analyses, as well
as budgetary analyses, in a Fiscal unit of a County department. Responsibilities involve
the coordination, establishment, and preparation of all statistical data and the application
of the appropriate principles of cost accounting necessary for the development of
budgeting and cost-finding procedures. Incumbents may also be involved in the fiscal
management of various funding sources by providing recommendations for strategic
planning, departmental budgeting, alternative cost saving solutions, and by supervising
the preparation and submission of required fiscal reports and statistical analyses.
Incumbents may be expected to use automated office systems and other equipment
commonly associated with financial recordkeeping. Supervision is exercised over a
number of professional, technical and/or clerical personnel. Does related work as
required.

EXAMPLES OF WORK: (lllustrative Only)

Establishes guidelines and procedures for the formal accumulation of fiscal and statistical
data to be used for fiscal reports, budgetary analyses and planning;

Consults with division directors in developing adequate means of defining and
accumulating statistics within their divisions;

Supervises the preparation and submission of fiscal data required for audit or review by
County, State or local agencies;

Prepares department budget by compiling information, projecting costs, transfers and
reserves, and other functions;

Conducts analytical reviews of variance between actual and budgeted expenditures;
Provides detailed input for the analysis of budget variations;

Uses, or supervises the use of automated and/or manual office systems in gathering,
compiling and analyzing data;

Supervises the maintenance of statistical records and reports;

Consults with the general accounting section of the department in order to provide special
cost study information;

Provides all statistical data necessary for the completion of third party reimbursement
reports;

Prepares manual step-down, cost-allocation reports in order to monitor the divisional
operations of the department as required;
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EXAMPLES OF WORK: (Contd)

Supervises personnel and payroll function as well as other areas of fiscal administration,
ensuring that all required documentation is submitted to appropriate agencies;

Keeps the fiscal administrator of the departmental accounting division informed on
conditions within the budget and cost section as well as the status of various fiscal
projects and reports.

REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Thorough
knowledge of the principles of public administration, municipal budgeting, and
administrative management; thorough knowledge of the practices and procedures
associated with budget forecasting; good knowledge of organizational and operational
methods and procedures; good knowledge of statistical methods and techniques; ability to
evaluate organizational and operational methods and propose realistic solutions; ability to
comprehend and prepare statistical and other data for presentation to others; ability to
plan, coordinate and supervise the work of subordinates; ability to establish and maintain
effective working relationships; good judgment; integrity; tact; physical condition
commensurate with the demands of the position.

MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: Possession of a high school
or equivalency diploma and a Bachelor's Degree* and four years of budgeting, financial
auditing or financial planning experience.

SUBSTITUTIONS: Satisfactory completion of 30 credits towards a Master's Degree* in
Business or Public Administration, Finance, Accounting or a closely related field may be
substituted for each year of the required experience.

*SPECIAL NOTE: Education beyond the secondary level must be from an institution
accredited or recognized by the Board of Regents of the New York State Education
Department as a post-secondary, degree-granting institution.

West. Co. Job Class Code: C1665
J. C.: Competitive Job Group: XII
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