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University of Houston-Downtown
Job Description

Budget Analyst |
Exempt

24

2620

Maintains the University’s operating budget

Calculates budget entries and prepares journal entries
Implements salary and benefits related budget requests
Advises departmental staff concerning budget related
inquiries

Verifies the accuracy of all leave time recorded

Prepares and produces monthly reports for executives

Assists in preparation and reconciliation of monthly reports
Researches and compiles data for annual budget development
Prepares regularly scheduled State reports
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All other duties as assigned

Baccalaureate Degree
Minimum of one (1) year of related work experience

None required

Work is normally performed in a typical interior work
environment which does not subject the employee to any
unpleasant elements.

Position is physically comfortable; individual has discretion about
walking, standing, etc.

Work environment involves minimal exposure to physical risks.



