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Norman Wells

The Financial Planning and Budget Officer Is a senlor officer leve! posiiion highly Involved in
budgelary planning. Thia position takes the lead role in budget development and financlal planning
and analysls for the Normen Wells Educstion, Culture end Employment Seivice Centre. In
accordance with GNWT aols and policles, Department of Finance direction, end ssnior
management direction, the position ensures systems and processes are In place {o faclifate and
mgm the budget plenning, development, management and anelysis of the regional program

Located In Norman Wells, the Financlal Planning & Budget Officer plays a key role In providing
finanolal planning, accounting and program support to the Reglonal Supsrintendent, Reglonal
Manager of income Seourity, Career Development Officer and Early Chlidhood Gonsultent. In
addition, this positfon provides advice and direction to oulside agencles, regional staff on contract
and tender procedures and the inlerpretation and application of financis! acts and policles to
ensure compllance,

The Incumbent ensures adequste Information is avallable for proper resource allocation decisions
in regards to the Depariment’s annual Operations & Maintenance, Fund 1 and Fund 3 budgets.
Thia posttion coordinates with the Reglonal Supenintendent, the major budgetary exercises for the
Depariment by malintaining the departmentel coding struclure, prepering budget loads,
coovdinating varlance reports and projections, while meintaining accurale and useful historical
Information relating to the ECE reglonal office’s financlal resources.

Iél&rgan Wolls Reglonal Office Description:
i 8
Financlal Systems: SAM, CMAS

Annvel O8M Budget: $1,613,000
Third Party Funding: $478,000
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RESPONSIBILITIES

1. Prepares, analyzes and consolidates all Sehtu Raglon budgetery developméntal

.exerdlses, This Inclides: ECE Sehtu Business Plan, annual Main Estimates, Quarterly

Verlance and Forecast Reports and Supplementary Estimates,

.- Verang the financial details for ihe Department’s Business Plen end Meln Estimates
thirough coordination with the EcE Haadquartm Strategio Pien uni, ‘FMB Secreterlat end
ECE Sahtu program managers

o Preparirg briefing materlal, ﬂnanclal analysla and other support documents for use by the
Reéglonal Superintendent In response to questions from the Financlal Managomant Board,

-Standing Committee’s and the Legislative Assembly;

° cmtnqﬂng the depariment’s anniel budget spread/cash flow éxercise through
consultqlfon with the Reglonal Suporfntendent and program managala and ulliize historioa!
oxpondilum trends; .

o Developing and maintaining Infornal pmoess and systems for the development of the
d:z;m'gemt business plan, maln osmnatas and the ongolng management of the reglonal

6l

o Malntalning an eﬂective chert of accounts for the depariment that enscims all reporia on
ﬂnanclal transactions mest stetutory, otganlzallonal, management and ganarally accopled
accounting principles; and .

° Malntalnlng & repository of ﬂnanolal Iapons. bﬂeﬂng documents, budgat exerclsé oulputs fo
prepere analysls and reference for futuré planning -

2. Provides, ongolng financlal managemgnt gnalyéls and advice/information to the Reglonal
SUp;arIn'lenden! and program managerss to ensiire bidgetary controle and management
are In place,

s Manages Information gystems of forecasting salary and benefit budget shortfalls for
Inclusfon Into the departmental variance reporting exerofses as well as the main estimate
process;

o Co-ordinates and gnalyzes the Quarterly veriance reporting exercises and ensures program
managers; perfomi a qqafleﬂy analysls and fiscal year end projections for the operations
and malitenance budget; -

° Panlclparos In meelings with the Reglonal, Supgﬂnfondem and progrem managers in
reviewing quarterly variance reports sibfniited;

o Pmpamg monthly expenditire manmmnf mports for sibmlssion to the Depariment of

nola) Management Board/Shared Finanole] Services

. Rooo;gblloa the maln estimates and supplementary sppropriations on SAM, on a monthly
basis, to ensure the Integrity of the reglonal depariment's budgsl;

» Pripared reports to advise progrem managers of the siafus of proposbd and approved
budget adjustmems arlsing from the varfance end outlook processes;

o Anelyzés the overall reglonal position on an ongoing basls and develops reporis for the
Reglonal Superintendent and program managers;

° R;lvlomnd analyzes monthly free balancé reports and compares to querterly variance
profec.

o Ravieis various SAM management feporta on a monthly basls management reports on a
monthly bagls and advlsss prograni managers, and aots as the main contact for any
Infomation geps, Inaccuracles and takes or recommends ooszlva action;

° Coordfnatlng and preparing  mhonthly opération adjustments; and

o Reviewing payroll distribution répoits end comecting emors.
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3. Preparing yearend financle reporting Information through flalson with reglonal end

headquarters departmental staff by:

o Coordinating the year end closing and compietion of various achedules for the depariments
third party and revenue accounts;

o Confirming of all financial Informatfon required by Financlal Management Board In preparing
publio accounts;

o Preparing all year end information required by FMBS-Budgeling (le.: schadules of transfers
and supplementary estimates, schedule of special warrants, efc.)

4. Provide financial management functions In ordsr to ensure finances are managed
a;co:;‘m ta legislation, policles and procedures and generally accepted accounting
principles;

o Providing reglonal financlal and accounting advice, direction end leadsrship;

e  Ensuring compliance with financlal fegisiation, policles and procedures and adherence fo
Contracts and Contribution Agreements; -

o Managing accounting and financlal systems and maintaining full and accurate accounting
records;

o Implementing end maintaining Intemal financle! controls;

Ensuring all expenditures comply with accounting and expendiitire requirements;

o Ensuring the region’s revenues &re managed, accounted for end collected on time in
accordance with government legislation, policy directives and procedures;

= Monltoring the deparimentel spendirig to ensure budget limiistions are not exceedsd and

racommending comective actlon as necessary;

Implementing purchasing practices and monfforing the purchasing system;

Reviewing purchasing documents for compleleness and acguraoy;

Raviewing and monltoring spending atithorities and vertfying funding avallebity; and

Mn:nmaylng the melntenance and upgrade of financlal and humen resources information

8ystems.

6. Audits and processes supplier, contractor and contribution payments and maintenance
records in accordance with the Financlal Administration Act.

s Assisting program deilvely staeif to prepare documentation for contraots and contribution
agresmonts (Terms of Referenos, Request for Proposals, Contracls, Contribution
Agreements) In accordance with.GNWT contracting and contribution guidelines;

*  Reviswing contribution agroements and contracts for complefeness and accuracy;

e Informing program managers end steff when procedures and policles have not been
mfollowodﬂ or adhared to and providing allematlves avaliable to resolve or comect the

ation;

o Monltoring and maintalning payments to ensure Involces are consistent with approved
expendiures within the contract/agreement.

6. Coordinates and facliitates financial management training.
e Provides training to progrem managers in the use of budget management tools, such as:
SAM Inqulry, SAM reports, varfance analysis and forecasting;
o ldentifies areas of Improvement and coniributes {o subject malter materials for training;
o Propares and updates procedures manuals.
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7. Performg othor related duties as assigned by the Reglonal Superintendent.

* Represonling the reglon at appropriate meelings to keap staff informed of changes In
financlel procedures, policles or human resource Issues that may affact
suppllers/contractors or staff,

o Tralning reglonal staff on the processes and procedures Invoived In the processing of

expanditures, Including travel, credit card and leave enlries Into PeopleSoft/SAM;

Atts as the ESAM/CMAS coordinator to ensure payments are processed;

Enguring reglonal edministration and compllance of all accountable forms;

Providing direction to ensure efficlent and timely records management;

Conlrolling use of credit cards (Visa and Diners MasterCard) to ensure procedures for

purchasing are propely followed;

Assists with tralning of casual employses and summoer students as required;

Exerclsing spending authority as required,

» Particlpales In tralning programs as Identified In Parformance Assessment or as Identifiad
and directad by the Reglonal Siperintendent;

o Completes varlous work activitles and assignments as directed by the Reglonal
Superintendent

Much of the incumbent's Ume will be spent working with cllants and slaff and Is heavlly Invoived
In budgetaiy plenning. Thérefors, thé Flnenolel Planning & Budgeting Officer must be able o
analyzé malerlal and provide advice to'managément. The Incumbent must have menagement
and planning skills to coordinate the budgetary exervises,

Knowladgeof gensrally accepted aceounting principles and experience In the application of
accounting theorles and principles to oversae complex financlal and adminlstretion operations
and to recognize when transactlons require further Investigation fo ensure compliance with
GNWT Finanilal Aéts, regulations or policles or other Federal and Termitorial leglsletion;
Proven financlal management skills to enalyze variance reports, O&M and capltal budget
projections and to manage, adminjster, and éontro program budgets and to provide financia!
reporting, &dvice and direction to the Reglonal Superintendent and program managers;
Ablity to dondutt In-depih finenclal analysis of complex Issues and make high-level
recommoendetions conoeming budgeting, ependitures, financlal processing and human
resouirce [ssues;

Knowledge of facilty with an electronlo financlal manegement system to extract financiel
Informatiori and creale fingnclal reports;

Proven effactive corimunicalion skillé, Interpersonal skills, organizational skills, psople
management skills, time management skills, and analyticel sklis to deal productively end
effectively with stafi, cllents, and varlous partners; and

Excollent computer skilis Including experience with spreadshaet and word processing
appiications (such as Microsoft Excel and Word) to convey finenclal information, Including a
facllity with computerized financlal date beses.
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A Bachelor’s Degrea In Business, Commerce or a related discipline and/or the equivalent fevel of a

professional accounting designation (l.e. complation of 3° Level CGA) and at least three years
varying accounting and menagement exparience or a combinalion of education and experience.

Position Security (check one)

Q No criminal records check required
¥Posltion of Trust ~ crimine! records check required
O Highly sensitive position — requires vertfication of identity and a criminal records check

Physlcal Demands
The majority of inoumbent’s time is spent at & computer with plenty of opportunity to move about,

Environmental Conditions

Incumbent works In a busy work environment with frequent disruptions which can impact one's
abliity to concentrate.

Sensory Demands

This posltion requires a high degree of concentration end attention to detall which can lead lo @
8ense of fatigue. The incumbent also spends considerable time on the telephone dealing with @
variely of lesues conceming finance and administrative Issues/problems.

Incumbent Is subject to constant disruptions from peers, officers, manegers who require Immediate
Information and who may pressure the incumbent to change prioritles.

During peak seasons, the Incumbent may be required to spend long hours reading/analyzing
documents and sitting in front of a video while working on various computer applications.

Mental Demands

The Incumbent works In en area where there are high public expectations, diverse client nseds,
and numerous program responsibliities that require constant aftention and action. Pressure to mest
deadlines and provide quallly clfent ervice place considerable mental fatigue on the lncumbent.

Damands for thoroughness and accuracy In work, often performed under strict deadlines, can
oause stress,

;’he;&otonﬂal for overtime (o meet esteblished deadiines can cause a disruption in the Incumbent’s
0.
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