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DEFINITION
To provide administrative and analytical staff assistance to a department and/or division within the District.

DISTINGUISHING CHARACTERISTICS
Administrative Analyst I - This is the entry level class in the Administrative Analyst series.  This class is distinguished from the journey level by the performance of the more routine tasks and duties assigned to positions within this series.  Employees at this level are not expected to perform with the same independence of direction and judgement on matters allocated to the journey level. Since this class is typically used as a training class, employees may have only limited or no directly related professional work experience.  Employees work under general supervision while learning job tasks.

Administrative Analyst II - This is the full journey level class within the Administrative Analyst series.  This class is distinguished from the Administrative Analyst I by the assignment of the full range of professional duties.  Employees at this level receive only occasional instruction or assistance as new or unusual situations arise and are fully aware of the operating procedures and policies within the work unit.  Movement to this level is contingent on meeting performance standards established by the District and the resource management needs of the organization. Advancement from the entry level to the journey level is in accordance with District policies and procedures.

This class is distinguished from the Senior Administrative Analysts in that the Administrative Analyst II is assigned responsibility for more routine programs and projects and/or administrative subfunctions of the department.

SUPERVISION RECEIVED AND EXERCISED
Administrative Analyst I
Receives general supervision from management or professional staff.

May provide technical and functional supervision over administrative and clerical personnel.

Administrative Analyst II
Receives direction from management staff.

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:

Assist in developing and conducting special management studies.

Gather, research, compile, tabulate, and analyze data.

Prepare reports, manuals, and correspondence relating to departmental and interdepartmental operations; interpret rules, standards, and procedures; monitor programs and compile project status reports.

May be responsible for functional area of department or division

Conduct departmental programs; coordinate program activity with District departments and divisions.

Assist in the development of department policy and procedure.

Represent the department in outside meetings.

Assist in budget development and administration.

Confer with departmental officials on operating practices and problems.

Conduct surveys and perform research and statistical analysis on administrative, budgetary, and operational problems.

Assist in the analysis and revision of departmental systems, procedures, and forms.

Maintain accurate records and files of departmental program activities.

Conduct special projects relating to a division or departmental programs.

Build and maintain positive working relationships with co-workers, other District employees and the public using principles of good customer service.

Perform related duties as assigned.

MINIMUM QUALIFICATIONS
Administrative Analyst I
Knowledge of:

Principles and techniques of public administration including the basic techniques of budgeting, administrative analysis and personnel administration.

Presentation and organization of materials as they relate to assigned departmental programs.

Operation of personal computers, i.e. word processing, spreadsheet and data base programs.

Business English, composition and proper format.

Ability to:

On a continuous basis, analyze various forms of data; know and understand all aspects of the job.

On a continuous basis, sit at desk for long periods of time; intermittently twist to reach equipment surrounding desk; perform simple grasping and fine manipulation; use telephone, and write or use a keyboard to communicate through written means; and lift or carry weight of 10 pounds of less.

Relate effectively with the public and employees.

Communicate clearly and concisely, both orally and in writing.

Learn District policies and procedures relating to departmental programs.

Prepare concise reports, memos, and correspondence.

Develop and maintain organized systems and procedures for conducting departmental programs.

Make oral presentations.

Establish and maintain effective working relationships with those contacted in the course of work.

Experience and Training
Any combination of experience and training that would provide the required knowledge and abilities is qualifying.  A typical way to obtain the required knowledge and abilities would be:

Experience:

No professional experience required.

Training:

Equivalent to a Bachelor's Degree from an accredited college or university with major course work in public or business administration, or a related field.

Administrative Analyst II
In addition to the minimum qualifications for Administrative Analyst I:


Knowledge of:

Principles and techniques of public administration.

Principles and practices of administrative research analysis, including statistics and data analysis.

Report writing.

Modern office procedures, methods and computer equipment.

District policy and procedures.

MINIMUM QUALIFICATIONS
Ability to:

Prepare and present reports and studies.

Conduct administrative research and analysis.

Plan and conduct division or departmental programs, including organizing and facilitating meetings.

Evaluate program effectiveness through systems analysis and service level standards.

Experience and Training
Any combination of experience and training that would provide the required knowledge and abilities is qualifying.  A typical way to obtain the required knowledge and abilities would be:

Experience:

 
Two years of administrative and analytical experience similar to an Administrative Analyst I in Contra Costa Water District.

Training:

Equivalent to a Bachelor's Degree from an accredited college or university with major course work in public administration, business administration, economics or a closely related field.

License or Certificate:

May need to possess a valid California driver's license as required by the position.
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