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COMPETITIVE COMPENSATION AND BENEFITS! 
Budget Analyst 

Employment/FLSA Status: Full-Time/Non-Exempt 
Wage: Starting at $20.00-- $22.00 per hour DOE 

 
Position Summary : Through a respectful,  constructive,  and energetic style,  guided by the objectives 
of the organization, this posit ion is  pr imari ly  responsible to  perform professional level  accounting,  
develop and analyze budgets,  and interpret and apply federal budget rules.  The incumbent wil l  
work in a f iscal ly -responsible,  team environment to provide accurate and t imely accounting support 
to the Fiscal  Manager .  This posit ion supports multi ple departments working with multiple grants 
with varying f iscal  per iods .  

This posit ion performs technical  dut ies requiring standards of  acc uracy,  detail ,  and t imel iness.  The 
successful candidate wil l  be responsible for  planning and implementing  budget procedures for 
departments including monthly monitoring of department expenditures and revenues and 
communicat ing budget status to management.  This posit ion wil l  assist  managers with preparat ion 
of department budgets;  wil l  rev iew and provide recommendations on department budget proposals  
within the context of performance measures and, ass ist  with mult i-year forecasting.  

Desired Knowledge, Ski l ls ,  and Abil it ies :  

•  Strong understanding of cost account ing concepts and procedures.  

•  Excellent interpersonal communication  ski l ls  with abil ity to establish and maintain effect ive 
working relat ionships  with employees,  other  agencies and the publ ic  and communicate effectively 
verbally and in writ ing.  

•  Excellent attent ion to detail  whi le having abil ity to understand overarching concepts.  

•  Computer ski l ls  to include Account ing/payroll  software, Microsoft Word, Excel & Outlook  

•  Abi l ity  to effect ively present ideas in  writ ing  and have command of  proper grammar, spel l ing,  and 
proof reading.  

•  Abi l ity to accurately perform tasks with attention to detail ,  to think independent ly,  use logical,  
analyt ical  problem solving sk i l ls ,  resolve discrepancies.   

•  Be adaptable to a constantly changing atmosphere and have the abil ity to adjust and pr iorit ize 
various duties and ass ignments.   

Desired Qualif ications : Knowledge and abi l it ies required for the posit ion are usual ly acquired through 
advanced educat ion in the areas of business,  account ing, f inance or similar f ield ,  preferably with 
suff icient experience in cost accounting and GAAP accounting. Non -Profit  accounting experience is  
desired. Other combinations of educat ion and experience which could provide the requis ite knowledge, 
ski l ls ,  and abi l it ies  wil l  be eval uated on an individual basis .  The incumbent must have the a bil ity to 
relate well  with sta ff ,  c l ients,  and administration, and have developed competencies in  crit ical  decision 
making, f inancial  management,  problem solving, analysis and thoroughness.  
 
Certif icates,  Licenses,  Registrations :  Must be bondable and insurable. Must possess a valid Dr iver’s 
License and carry val id motor vehicle insurance. Must have access  to a rel iable motor vehicle .  
 

Action Inc.  offers a competitive  benefit  package, which in addition to compensation,  includes: 
paid vacation,  sick and personal  leave; paid holidays; medic al ,  vis ion,  dental ,  l i fe insurance and 

retirement benefits through the Montana Public  Employees Retirement System (PERS).  
 

How to Apply:  Apply on our website at http://butteass istanceprograms.org/careers/  
You may also pick  up an appl icat ion at Action Inc. -  HRC District  XII ,  25 W. Si lver ,  Butte,  MT 59701 or at 
the Butte Job Service,  2201 White Blvd, Butte,  MT 59701. Submit completed appl ication, resume and 
cover letter to the Butte Job Service,  or Action Inc. –  HRC Distr ict  XII .  You may also emai l  application 
materials to jpaul@hrc12.org  

 

This position will  be open until  f i l led .  
 

Action Inc.  is  an Equal  Opportunity Employer  
Women, minorit ies,  veterans and indiv iduals  with disabil it ies are encouraged to apply.  

JOIN OUR TEAM AND MAKE A DIFFERENCE! 
 “Action Inc is a non-profit organization dedicated to developing pathways out of poverty in  

Southwest Montana through innovative, community-based, collaborative approaches.”  
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