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CONTRA COSTA WATER DISTRICT

SENIOR ADMINISTRATIVE ANALYST

DEFINITION
To provide management assistance, by planning, analyzing, coordinating and conducting operating programs, administrative studies, and special projects.

DISTINGUISHING CHARACTERISTICS
This is the advanced journey level class in the Administrative Analyst series.  Positions at this level are distinguished from other classes within the series by the level of responsibility assumed and the complexity of duties assigned.  Employees perform the most difficult and responsible types of duties assigned to classes within this series including performing complex financial analysis and overall programmatic management.  Employees at this level are required to be fully trained in all procedures related to assigned area of responsibility.

SUPERVISION RECEIVED AND EXERCISED
Receives general direction from management staff.

May exercise direct and indirect supervision over assigned professional, technical, and clerical personnel.

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

Perform complex quantitative and qualitative work including systems analysis, sensitivity analysis, evaluation of projects, present value and life cycle cost calculations.

Determine need for and gather information from various departments and from outside sources in order to research proposed programs and projects.

Analyze data in order to assess cost, operational feasibility and other aspects of proposed programs and projects.

Prepare reports and presentations on all pertinent aspects of proposed programs and projects including cash flow and budget projections.

Manage complex projects that cross departmental boundaries and require District-wide coordination and communication.

Maintain and review complex automated systems that provide scope, schedule and financial information.

Manage assigned programs or projects including scheduling, planning, coordinating, supervising, and presenting work performed on assigned projects/program.

Make presentations on assigned projects and programs to management and others.

Monitor and coordinate execution of approved projects and programs including preparing all required reports and supervising all related record keeping.

EXAMPLES OF DUTIES
Recommend changes in program emphasis or execution.

May administer various staff functions of the department such as monitoring the department budget and training others in departmental procedures.

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
Knowledge of:

Principles and techniques of public administration.

Techniques of complex administrative and quantitative financial research analysis.

Methods of report preparation and presentation.

District policies and procedures.

Modern office procedures, methods and computer equipment.

Principles of supervision, training and performance evaluation.

Program administration techniques.

Data analysis and statistics.

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.

Effectively utilize automated computers and automated systems.

Manage and complete large and complex projects.

Compile and analyze numerical data.

Work independently with minimal supervision.

Perform cost-factor analysis and operational feasibility.

Communicate clearly and concisely, both orally and in writing.

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

Supervise, train and evaluate assigned staff.

Evaluate program effectiveness.

Administer District programs and coordinate work with other divisions, departments and outside agencies.

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:



Three years of administrative and analytical experience related to the department or program in which the position functions.

Training:

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

License or Certificate:

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