
 

 1121 W. Chapel Hill Street, Ste. 100 Durham, NC 27701  |  www.ccfhnc.org  1 

 

Job Title: Budget Analyst     

CCFH Program: Finance 

Location: Durham, NC 

Position Type:  Full-Time 

JOB DESCRIPTION 

 
Occupational Summary: This position reports to the Director of Finance of the Center for Child & Family Health 
(CCFH). Responsibilities include Grant Management and Accounting Management reviewing financial reports, 
providing liaison with auditors and funding agencies, assisting with budget preparation and analysis, reconciling 
accounts, monthly and year-end closings, and assisting with other projects assigned by Director of Finance.  
This position requires strong non-profit accounting skills, grants accounting experience, and excellent 
communication and people skills. The Analyst will be responsible for analyzing and reporting the numbers but will 
also collaborate with people at all levels and in various departments both internal and external to this nonprofit 
organization 
 
Work Performed:  
This candidate will be responsible for grant submission Pre- award, Post award and reviewing financial reports, 
providing liaison with auditors and funding agencies, assisting with budget preparation and analysis, account 
reconciliation, month and year end closings, and assist with other projects assigned by the Director of Finance 
 
Perform and coordinate the operational activities of the Accounting division of the Center for Child and Family 
Health and provide support to the Director of Finance for overall consistency and compliance with standard 
accounting and University policies and procedures.  
 
Direct and monitor the compilation and issuance of monthly financial statements; ensure the assignment of proper 
object and component codes, the accurate updating of fund header file data and the updating of fund distribution 
data; ensure the proper handling of ledger data to include input, editing, balancing, and auditing and overall data 
systems. Direct the auditing of imprest cash/travel funds for compliance with Internal Revenue Service and Duke 
University policies; monitor the issuance of imprest cash/travel reimbursement checks and the assignment of such 
changes to proper University fund codes. Coordinate the preparation of reports and analyses setting forth 
progress, adverse trends, and appropriate recommendations or conclusions.  
 
The above statements describe the general nature and level of work being performed by individuals assigned to 
this classification. This is not intended to be an exhaustive list of all responsibilities and duties required of 
personnel so classified.  
 
Salary Range: $45,000-$50,000 
 
Required Qualifications at This Level: 
 
Education/Training: Minimum of a Bachelor’s Degree, preferably in Accounting, Finance, Economics, Business 
Administration or a related field. Master’s in Business Administration preferred. 
 
Experience: Work generally requires five years of experience in accounting and/or budget review and analysis in a 
health care setting or nonprofit to become familiar with acceptable accounting principles.  
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Skills: Advanced level of proficiency in Quickbooks, Bank Reconciliation, Cash Management/Cash Flow, General 
Ledger, Intermediate MS Excel, Grant Submission, Access, PowerPoint, Outlook, and web applications. Ability to 
manage multiple tasks and manage complex reports... Willingness and ability to work as part of a team to 
complete tasks. Ability to professionally interact with, and work with Principal Investigators and staff members.  
Effective verbal and written communication skills. Highly organized with attention to detail. Strong interpersonal 
skills and ability to manage multiple priorities simultaneously.  
 
 

APPLICATION INFORMATION 

 
Please send a personalized cover letter and resume to Bessie Givens at Bessie.cookegivens@duke.edu via email 
with the subject line: Budget Analyst. Please no phone calls. 
 
For additional information on the Center for Child & Family Health, please see the CCFH website at 
www.ccfhnc.org. 
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