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Administrative Analyst

Job Characteristics

Purpose

Performs varied and responsible administrative and analytical work for an assigned department including information collection, evaluation, and report writing activities; as assigned, acts as project manager; may provide supervision and training within assigned department; may be assigned as the City's staff representative to inter-governmental committees, outside agencies, and project teams; and performs related and other work as required all within the context of the City’s Mission of providing responsive, cost effective, and innovative local government services through a collaborative effort with the community to make Concord a city of the highest quality.

Equipment, Methods & Guidelines

Uses federal, state and city laws, regulations, policies and procedures. Typically uses City vehicles, telephone, calculators, voice dictation equipment, and computer keyboard.

Working Conditions

Work is conducted primarily in an office setting. Conditions may involve attendance at meetings held during the workday and in the evenings. Also includes irregular hours as necessary to meet deadlines and achieve objectives.

Physical Demands

The work emphasizes speech, hearing, vision, and stamina associated with attendance at evening meetings following a normal workday.

Supervisory Guidance Received/Given

Supervision received is characterized by general supervisory direction and control intended to define objectives and problems. Control over work methods is general, rather than detailed in nature. Work may involve providing supervision to staff members.

Allocation Factors/Distinctions

Managerial classification.

Examples of Duties

1. May assist department head, division manager and/or program manager in determining priorities, methods, standards, and sequences of work necessary to achieve department/division objectives.

2. Conducts research, gathers and analyzes data, writes reports, and makes recommendations on specific departmental subjects.

3. Assembles a variety of information and statistical data for inclusion in reports.

4. Develops, assembles and prepares charts, diagrams, photographs, and visual displays.

5. Analyzes and develops procedures related to departmental matters such as work simplification, methods improvement, computer application, data management and retrieval.
6. Acts as staff to assigned committees by preparing meeting agendas, reports, monitoring programs, and presenting proposals and recommendations.

7. Serves in a liaison capacity on administrative matters between assigned department and other City departments, committees, contract service providers, outside partners, other agencies and citizen groups.

8. Attends departmental/division staff meetings and provides staff assistance by conducting research and writing reports in preparation for meetings..

9. Provides information to staff and the public related to assigned departmental activities; prepares press releases and makes presentations at public meetings.

10. May coordinates grant administration efforts in the support of Capital Improvement Program (CIP) design, construction management, departmental and division programs to obtain other departmental and City funding. Maintain Grant funding documentation files and database.
11. Maintains master calendar of required reports and master data base of all contacts including expiration dates and fund balances.

12. As assigned, coordinates departmental and/or program monitoring of required mitigation measures and conditions of approval for new developments, including City projects, compliance reporting and required reporting to regulatory agencies.
13. As assigned, provides support for the development and coordination of the annual 10-year CIP. Maintains CIP bid information to capture bid history, contractor trends and related project bid data.
14. May assist in the preparation and administration of the budget and assist department head/division manager with the year-end report.

15. May provide supervision and training to employees in the work unit.

16. Answers correspondence and prepares financial and statistical information as assigned.

17. Promotes the City's Mission to make Concord a city of the highest quality by providing responsive, cost-effective, and innovative government services; understands and subscribes to the Vision and Values Statement adopted by the City.

18. Performs other duties as required.

Desirable Qualifications

Knowledge and Abilities

Working knowledge of the principles and methods of public and business administration, including organization and fiscal management, contract monitoring, and research methodology. Ability to effectively collect and analyze information, and to draw valid conclusions; to understand, interpret and apply applicable rules, regulations and procedures; to summarize facts and recommendations accurately, to prepare clear and concise written reports, to make effective public presentations; to understand and carry out oral and written instructions; and to establish and maintain cooperative relationships with those contacted in the course of work. 

Education/Experience

Any combination of equivalent experience and education that would likely provide the relevant knowledge and abilities would be deemed as qualifying. Generally, this will require:

Education: Possession of a Bachelor's Degree in Public Administration or related curriculum.

Experience: Two years of related professional experience.

Other Requirements

A California Driver's License and a satisfactory driving record are conditions of initial and continued employment. 
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