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Oregon Child Development Coalition 
 

JOB DESCRIPTION 
 

Position Title: Financial Analyst I, II 

Wage/Hour/Status: 12 & 13 Exempt 

Reports to: Lead Financial Analyst  

 

Employee’s signature of acknowledgment and understanding of this document:  

 

___________________________________________     _________________ 

Name Date 

 

Position Summary: 

 

Assists the Lead Financial Analyst in coordinating financial activities, such as evaluating fiscal 

impact of program and policy issues, preparing and monitoring budgets, and cost effectiveness 

feasibility studies and special projects as assigned.  Provide support and technical assistance to 

county level management and staff, prepare monthly financial statements, and reconcile general 

ledger accounts.   

 

Level placements are based on individual skills and performance as well as education and job 

requirements.  Placement, promotions, and demotions between levels are done at the discretion 

of the supervisor and reviewed by HR. 

 

Regular and consistent attendance is an essential function of this position.   

 

ESSENTIAL FUNCTIONS: 

 

1. Develops, prepares, analyzes and distributes program performance reports (financial, staffing, 

facility, expenses, cost effectiveness, etc.) by: 

a. Preparing quarterly/monthly financial statements. 

b. Preparing and monitoring budgets. 

c. Evaluating actual vs. planned performance. 

d. Reviewing operating results to identify opportunities for increased utilization of funds and 

cost containment or reduction. 

e. Conduct fiscal analysis of proposals. 

f. Prepare special reports by collecting, analyzing, and summarizing information to identify 

fiscal impact to the agency. 

 

2. Serve as liaison between central office fiscal department  and individual centers across the state 

as needed. 
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3. Provides support and technical assistance by: 

a. Interpreting policies. 

b. Answering questions. 

c. Resolving financial discrepancies. 

d. Assisting with cost effectiveness feasibility studies. 

e. Assisting with special projects as assigned.   

f. Supporting local centers on financial issues such as payroll, purchasing, contract 

administration, and financial analysis. 

 

4. Reconciles general ledger accounts by: 

a. Analyzing. 

b. Utilizing balance sheets. 

c. Journal entries. 

 

5. Reconciles multiple bank accounts. 

 

6. Protecting Agency operations by: 

a. Keeping financial information confidential. 

b. Complying with Federal, State and local laws. 

 

7. Contributing to team efforts by: 

a. Recommending and assisting with implementation of new and/or updated policies and 

procedures. 

b. Accomplishing related results as needed. 

 

8. Maintaining professional and technical knowledge by: 

a. Attending educational workshops. 

b. Reviewing professional publications. 

c. Establishing personal networks. 

d. Participating in professional societies. 

e. Keeping current on existing and new Federal, State and local laws and requirements. 

 

9. Performing other work related duties as assigned. 

 

SUPERVISORY RESPONSIBILITIES: 

 

This job has no supervisory responsibilities  

 

EDUCATION AND WORK EXPERIENCE REQUIREMENTS: 

 

Level I:  BA/BS in Accounting or related field with 1-3 years of experience, OR a combination 

of education and experience. 

 

Level II:  BA/BS in Accounting or related field with 4 or more years of experience, OR a 

combination of education and experience. 
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OTHER JOB REQUIREMENTS:  

 

1. Must be registered with Oregon’s Central Background Registry. 

2. Ability to pass an Agency sponsored physical examination.  TB test documented. 

3. This position is an authorized driver and must possess current driver’s license, good 

driving record, and auto insurance coverage as defined by OCDC Policy. 

4. Good computer skills with strong abilities in spreadsheet applications, specifically 

Microsoft Excel and Microsoft Access in a Windows environment. 

5. Must enjoy working with and be sensitive to the needs of low income and minority 

families.  

6. Ability to frequently travel out of town to attend workshops, training, or visit centers. 

7. Excellent training/development skills. 

8. Ability to write routine reports and correspondence.  Ability to speak effectively before 

groups of clients or employees of the Agency.   

 

MATHEMATICAL SKILLS: 

 

Ability to add, subtract, multiply, and divide in all units of measure. 

 

REASONING ABILITY: 

 

Ability to solve practical problems and deal with a variety of concrete variables in situations where 

only limited standardization exists.  Ability to interpret a variety of instructions and technical 

federal, local and state employment regulations.  

 

PHYSICAL REQUIREMENTS OF THE JOB: 

 

See Human Resources for Physical Job Analysis. 

 

EQUIPMENT OPERATION REQUIREMENTS: 

 

Must operate and be familiar with computers and basic software (i.e., Microsoft Word, Word 

Perfect, Excel)   

 

MENTAL REQUIREMENTS OF THE JOB: 

 

Continual interaction with various levels of management, co-workers, and parents, to provide 

information.  Frequently faces deadlines, which requires attention to detail, good problem solving 

skills and must complete tasks in a timely manner.  Considerable amount of variable levels of 

concentration, with frequent or constant interruptions.  Must be able to handle multi-faceted tasks 

on a frequent basis.  Must be able to read, write, gather and analyze regulatory data and other 

materials.  Ability to make presentations to local staff and outside agencies. 
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WORK ENVIRONMENT: 

 

There may be frequent interruptions, working alone, evening or weekend work, working long hours 

during peak periods.  Frequent travel required throughout the state.   

 

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job.  The noise level in the work 

environment is usually moderate.    

 

The nature of this position requires absolute confidentiality.  Any information, either written 

or verbal, must be contained and handled in a confidential manner. 

 

This agency believes that each employee makes a significant contribution to our success.  This 

job description in no way implies that these are the only duties to be performed by the employee. 

 At all times, employees will be required to follow any instruction and to perform any other 

duties within this or a lower job level upon the request of the supervisor.  At times, employees 

may also be required to perform higher level duties. 

 


