TEXAS DEPARTMENT OF AGRICULTURE

COMMISSIONER

SID MILLER

POSTING #15-582-1R
POSITION DESCRIPTION

COMMUNITY OPERATIONS FINANCIAL ANALYST  

CLASSIFICATION TITLE: Financial Analyst III                                                                    SALARY: B23, $5,000-$5,400.00/MO
CLASSIFICATION NO:  1084                                                                                                                                         FLSA:  Exempt
LOCATION: Austin

JOB OBJECTIVE:  Perform advanced financial monitoring and analysis of contracting entities (CEs) to administer nutrition programs for the Texas Department of Agriculture (TDA).  Conduct programmatic financial analysis, recommend changes to TDA policies, procedures and regulations, and provide technical assistance to improve financial and operational performance of TDA’s Food & Nutrition (F&N) Community Operations section.  Ensure quality, consistency and effectiveness for the financial elements of monitoring and technical assistance visits conducted by the Community Operations section.  
ESSENTIAL DUTIES:

1. Coordinate the development, analysis and review of financial data and applicable business, financial and/or regulatory plans for all administrative reviews and complaint investigations.
2. Examine accounting records, financial statements, management practices and internal controls of contracting entities (CE’s) to ensure compliance with federal and state laws/regulations, TDA policies/procedures/regulations, and contract provisions.

3. Identify financial non-compliance issues by researching specific topics through interviews, analysis and review of backup documentation relevant to review, analysis of independently audited financial statements, and analysis and review of financial and/or programmatic reports submitted to TDA.
4. Prepare and/or review reports of CE financial examinations containing findings, recommendations and corrective actions required.
5. Identify issues unique to specific CEs and design review procedures to address those issues based upon analysis of input from program personnel, complaints or allegations from 3rd parties, CE’s past history, and preliminary review of documentation submitted by CEs prior to the financial reviews; identifies areas of non-compliance and/or deficiencies in CE’s internal controls and financial management systems and recommends changes in policies and/or procedures as needed to ensure compliance.
6. Coordinate and oversee third-party financial reviews, including the accumulation of data reporting and monitoring of responses.
7. Prepare and/or review formal follow-up correspondence as necessary to further explain or clarify findings, rebut responses to findings, request additional documentation required of CEs, and transmit final reports.
8. Administer financial processes and systems developed to oversee financial or other regulated entities.

9. Oversee the development and maintenance of comprehensive sources of examination-related policies and procedures.

10. Integrate conflicting programmatic and financial objectives into recommendations for agency management.
11. Perform team lead functions for financial compliance on assigned administrative reviews.

12. Review and recommend changes to corrective action plans, forms and other documentation used by community operations to identify financial compliance.
13. Provides interpretation on technical questions of regulatory compliance with applicable state and federal statutes and regulations.

14. Work closely with Program Improvement and Business Operations staff on all financial projects and work.
15. Participate as the financial team member for new strategic projects, translating operational goals into financial analysis.
16. Report key financial information, analyzing trends and identifying key risks and opportunities.
17. Maintain accurate and current reporting processes and statistical information for financial aspects of administrative reviews.

18. Oversee the management of databases and other tools to track the performance of contracting entity’s financial compliance.

19. Serve as primary liaison with agency legal staff on financial aspects of administrative reviews and complaints.

20. Oversee the record-keeping process for all financial documentation from administrative reviews’ complaint investigation.

21. Participate in the development and implementation of short- and mid-term program objectives for the Community Operations section; develop schedules, priorities and standards for achieving the objectives.
22. Keep the Director for Compliance and F&N administration abreast of all activities and issues in the section.

23. Oversee the compilation of information for United States Department of Agriculture (USDA) reports, public information requests and reports requested by management.

24. Adhere to established work schedule with regular attendance.

25. Follow all TDA safety guidelines/procedures and ethics requirements. 
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NON-ESSENTIAL DUTIES:

26. Plan, develop and participate in special assignments and projects; and ensure assignments/projects are completed to management’s expectations. 

27. Assist management with high-profile, high-risk situations with contractors.

28. Work closely with TDA’s Legal Services division to ensure the section is in compliance with all local, state and federal guidelines, policies, procedures, rules and regulations.
29. Perform other duties as assigned. 

QUALIFICATIONS/REQUIREMENTS (The application must specifically state how each of the following qualifications are met):
· Graduation from an accredited four-year college or university (two years of work experience related to the essential duties may substitute for one year of college);
· Minimum five years work experience in performing business financial and operational analysis;
· Work experience analyzing business financial documents, including general ledgers, balance sheets, and income statements, to assess risks/gaps and evaluate financial viability; 
· Work experience providing technical assistance on financial matters; 

· Work experience monitoring progress of program goals or projects;
· Valid Texas driver’s license and an acceptable driving record*; and
· Required to travel up to 20% of the work period.
KNOWLEDGE, SKILLS AND ABILITIES (The application must specifically state how each of the following qualifications are met):
· Knowledge of financial analysis and examination procedures for regulated entities;

· Knowledge of financial terminology and practices;

· Knowledge of statistical analysis;

· Knowledge of accounting and budget principles;
· Strong math aptitude with strong attention to detail;

· Effective verbal and written communication, human relations and organizational skills;

· Skill in providing customer service excellence to both internal and external customers;

· Skill in operating a personal computer with word processing, database and spreadsheet software;

· Effective critical thinking skills;

· Ability to analyze problems, evaluate alternatives and recommend effective solutions;

· Ability to process information in a logical manner and to assess validity;

· Ability to anticipate needs and assess risks/gaps;

· Ability to develop, implement and evaluate policies and procedures;

· Ability to analyze, evaluate, and summarize financial and management records for accuracy and conformance to procedures, rules and regulations;

· Ability to work in a setting requiring self-motivation/cooperative decision-making and to work effectively with diverse groups of people;

· Ability to work effectively under pressure and meet strict deadlines while maintaining extreme attention to detail;

· Ability to adapt successfully and quickly to change and deliver quality results in a timely manner;

· Ability to plan, organize and work independently, as well as within a team environment; 
· Ability to exercise sound judgment and discretion; and

· Ability to maintain the highest level of confidentiality.
ENVIRONMENT/PHYSICAL CONDITIONS:  Normal office work environment, mostly sedentary in nature. May involve walking; standing; pulling and pushing; kneeling, stooping and bending; and safely lifting and carrying items weighing up to 30 pounds. May involve travel, occasionally overnight; traveling by plane or car; driving long distances; working overtime, to include evenings and weekends. 
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A skills exercise will be conducted at the time of the interview.

*A valid Texas driver’s license and an acceptable driving record are required.  

TDA will verify this information with the Texas Department of Public Safety.

	The Texas Department of Agriculture is an equal opportunity employer and does not discriminate on the basis of race, color, religion, sex, national origin, age or disability in recruitment, selection, appointment, training, promotion, retention or any other personnel action or deny any benefits or participation in programs or activities which it sponsors.  Applicants should communicate requests for disability-related accommodations during the application process to our Human Resources Office at 512-463-7648.  1-800-RELAY TX (for hearing impaired).

Section 651.005 of the Government Code requires males, ages 18 through 25, to provide proof of their Selective Service registration or of their exemption from the requirement as a condition of state employment.

As part of the employment process, TDA may conduct a driving and criminal background check.  Unsatisfactory information relevant to the position may disqualify the applicant from employment.

Only applicants interviewed will be notified of their selection or non-selection.  Resumes will not be accepted in place of a completed application.

Website: www.TexasAgriculture.gov

Email: hr@TexasAgriculture.gov
TDA participates in E-Verify and will provide the Social Security Administration and, if necessary, the Department of Homeland Security with information from each new employee's Form I-9 to confirm work authorization.

* E-Verify Participation Poster (English)
* E-Verity Participation Poster (Spanish)
* Right to Work Poster (English)
* Right to Work Poster (Spanish)


