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Public (when completed)

Job Description

Common Government

Update

Ministry

Position

Position ID Position Name (30 characters)

Current Class

Job Focus Supervisory Level

Agency (ministry) code Cost Centre Program Code: (enter if required)

Employee

Employee Name (or Vacant)

Organizational Structure

Division, Branch/Unit
Current organizational chart attached?

Supervisor's Position ID Supervisor's Position Name (30 characters) Supervisor's Current Class

Changes Since Last Reviewed

Date yyyy-mm-dd

Responsibilities Added:

Responsibilities Removed:

Job Purpose and Organizational Context

Why the job exists:

Describe: Basic Job Details

Senior Budget Analyst 

Budget Officer Level 3 

Corporate Services 

 Manager, Financial Planning 

Finance and Capital Planning/Financial Planning 

Design: Identify Job Duties and Value
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Reporting to the Manager of Financial Planning, the Senior Budget Officer plays a critical role in managing 
a comprehensive range of budgetary and fiscal analysis functions. This position provides professional, 
technical, analytical, and consultative services on financial matters to the senior management, ministry 
staff and external stakeholders. 

The Senior Budget Officer supports the Financial Planning unit in meeting the Ministry's accountability 
responsibilities by: 

-

for the Committee of Supply debate.

- Providing analysis and recommendations on Health Entities budget and forecast submissions for the
Assistant Deputy Minister (ADM) and Executive Directors in the department of Health.

- Collaborating with the Corporate Financial Planning area, Health Entities and other Ministries to
build partnerships and ensure accurate updates and financial reports are prepared for the Ministry.

including conducting financial variance analysis and providing recommendations. 

The Senior Budget Officer provides professional guidance and consultation on budgets, forecasts, financial 
policies, regulations, and procedures to support senior management decision-making and the achievement 
of Ministry business plan goals. The position also drives continuous improvement by: 

- Analyzing and resolving financial issues

- Streamlining processes and activities to enhance efficiency

- Developing procedures and presentations to improve financial management reporting and budgeting
for the ADM and Executive Team

This position requires an in-depth understanding of accounting and finance functions including 
economic/forecast modeling, a comprehensive knowledge of programs and operations offered by the 
Ministry. The incumbent must demonstrate sound analytical skills, the ability to multi-task in an 
environment where the objectives are not always clear with tight timelines. 

Through these responsibilities, the Senior Budget Officer plays a pivotal role in ensuring the Ministry's 
financial operations are effective, transparent, and aligned with strategic priorities. 
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Responsibilities

Job outcomes (4-6 core results), and for each outcome, 4-6 corresponding activities:

1. Budgeting and Fiscal Planning
- Prepares financial information and variance analyses, including identification of major cost

pressures, funding options and overall opportunities and risks facing the Ministry.
- Support the preparation of Budget submission to Treasury Board
- -

year fiscal targets, including briefing materials and presentations for Treasury Board, and
Committee of Supply.

- Communicate, clarify, and advise Health Entities on budget targets issued by Treasury Board.
- Prepare short and long-term fiscal analysis and briefing materials on major issues and budget

scenarios to reflect budget adjustments and develop recommendations for review and approval
of senior management.

- Support development of the three-year business plan to ensure it incorporates the strategic
direction of approved budget targets.

2. Forecasting
- Reviews forecast submissions compiled by Health Entities for accuracy and completeness.
- Develops and maintains processes and systems to track Health Entities' spending, ensuring

spending targets are not exceeded and that Treasury Board is appropriately informed.
- Prepares Supplementary Estimates requests in alignment with scheduled quarterly fiscal update

submissions to Treasury Board.
- Communicates Treasury Board instructions to Health Entities regarding Quarterly Fiscal update

requirements, including submission timelines.
- Prepares recommendations for managers in response to competing budget alternatives.

3. Financial Administration
- Ensure compliance with and uniform application of accounting principles and practices.
- Ensure Health Entities understand financial requirements to provide accurate and complete

financial information.
- Provide advice on the interpretation of financial and accounting policies.
- Develop procedures to collect required financial information.
- Research, identify, and recommend best practices and changes to internal operations and

policies to streamline processes, minimize risk, and improve financial impacts on the Ministry.
- Develop and implement processes, operational policies, and procedures to meet business

requirements.

4. Supports the Executive Director and Director in achieving the mandate and goals of the Branch.
- Responds to action requests and other inquiries, providing senior management with decision

support through the preparation of correspondence, briefing notes, and financial reports.
- Researches, compiles, and develops information and summaries for complex initiatives and

issues.
- Collaborates with Branch, Ministry, and Government representatives to promote the

coordination and integration of functions and activities.
- Participates in unit and Branch business planning activities, ensuring that Branch staff are

informed of issues impacting the work area.
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5. Communications
- The Senior Budget Officer collaborates with staff across the Department and Health Entities to

provide guidance and support for decisions related to financial and budget matters.
- Effectively communicates with branch management, budget analysts, and Treasury Board

contacts.
- Offers expert advice and input on budget and financial administration matters.

6. Leadership
- Leads and coordinates special projects ensuring accurate analysis, while considering the effects

of proposed changes to policies.
- Offers expert advice and input on budget and financial administration matters.

Problem Solving

Typical problems solved:

Types of guidance available for problem solving:

- Provide consultation, guidance, and advice relating to budgets, financial administration and
fiscal analysis to branch staff at all levels.

- Conducts research and analyze data.
- Interpret legislation, guidelines, and Government technical requirements for staff.
- Manage and prioritize financial planning requests with competing and tight deadlines.
- Effectively use word processing and spreadsheet software (i.e. Word and Excel), 1GX, and other

systems as required.
- Work independently as well as contribute collaboratively in a team environment.
- Demonstrate initiative and creativity in relation to assigned responsibilities.
- Think strategically.

Reporting to the Manager, Financial Planning, the position ensures financial resources of Health Entities 
are allocated equitably and each branch is able to operate effectively in meeting their business goals. 
Implementation and review of internal controls, financial processes and procedures, as well as monitoring 
of expenditures is achieved through this position. This position directly impacts the operations of the 
Department of Health. The provision of effective financial expertise, consultation, and leadership is 
necessary to ensure that management has the necessary tools and advice for making strategic decisions 
with the most effective utilization of resources. 

The Senior Budget Analyst must take a comprehensive view of budget and financial matters within the 
Ministry by identifying complex issues, recognizing their impact and developing recommendations and 
solutions. This position is responsible to work closely with internal and external clients and members
of the Financial Planning team to complete responsibilities. The Senior Budget Analyst works within the 
parameters of established budgetary and financial policies and guidelines. Work is reviewed in terms of 
achievement of outcomes. 








