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Summary of Duties : Assists in planning, organizing and directing the
i npl enentation of grant-funded prograns in the areas of enpl oynent,
trai ning, housing, senior citizens' services and community

devel opnent; acts as assistant head of a major division or as head of
a major special unit or section; and does rel ated work.

D stingui shing Features : An Assistant Chief Gants Admnistrator acts
as assistant head of a major division and is responsible for assisting
in the overall planning and direction of the activities of a

pr of essi onal and support staff engaged in inplenenting a | arge grant-
funded programin one or nore of the follow ng areas: enpl oynent,

trai ning, housing, senior citizens' services and community

devel opnent. An enpl oyee of this class receives mninal direction and
supervision and work is reviewed in terns of the acconplishnent of the
overal|l goals and objectives of the grant program

An Assistant Chief Gants Admnistrator nmay al so serve as the head of
a maj or special unit or section of professional enployees engaged in a
speci al i zed aspect of programinplenentati on or nonitoring, reporting
directly to the highest |evels of departnment nanagenent.

Exanpl es of Duties : Assists in the overall managenent and direction
of a major division responsible for admnistering a | arge-scal e grant
programin one or nore of the follow ng areas: enpl oynent, training,
housi ng, senior citizens' services or community devel opnent; through
subordi nate supervisors, directs the activities of professional and
support enpl oyees engaged i n pl anni ng, devel opi ng, i nplenenting,

noni toring and eval uating grant funded projects or engaged in
providing fiscal guidance, nonitoring and assistance to grant-funded
projects; directs the preparati on of conprehensive proposal s and
applications for grant funds;

Recomrends, interprets and oversees the inplenentation of policies and
procedures to ensure effective delivery of services and conpliance
with policies, regulations and guidelines of the Gty and the fundi ng
agency; assists in the devel opnent of division work prograns, goals
and obj ectives; establishes priorities, work nethods, work standards
and tinetabl es and oversees their application to ensure acconpli shment
of both short-range and | ong-range goal s;

Revi ews reports, contractual docunents and correspondence prepared by
subordinate staff for quality, appropriateness of recomendations and
concl usi ons, and adherence to departnent and Gty policies; nmayreview
nmore conpl ex reports, contracts and correspondence for technical
accuracy and content; nay personally prepare reports on the nost
sensitive or controversial nmatters or on matters invol ving policy

i ssues;



Coordi nates division activities and work prograns with those of other
divisions or other Gty departnments involved in simlar or rel ated
functions and prograns; nmaintains liaison with Mayor's Ofice, Gty
Council, other Gty departnents, other public and private agencies and
officials and community representatives in the planning and nmanagenent
of grant-funded comunity devel opnent prograns; neets with high | eve
Aty nmanagenent, representatives of funding or conpliance agencies and
community organi zations to discuss a variety of difficult or conpl ex
problens related to grant-funded prograns; appears before the Gty
Council and its commttees, comunity organi zations and at public
nmeetings and hearings to present and di scuss depart nment
recomrendati ons or actions on a variety of issues related to the

pl anni ng, inplenentation or performance of grant-funded prograns;

Recomrends appropriate |evel of staffing and equi pment for division's
annual budget request; recommends changes in the organizati onal
structure of the division to inprove efficiency or econony; reviews
recomrendati ons to sel ect, pronote, reassign or discipline subordinate
enpl oyees;

May act as division head in the latter's absence; and nay occasional ly
be assigned other duties for training purposes or to neet
t echnol ogi cal changes or energenci es.

Qualifications : A good know edge of the theory, principles and
practices of community devel opnent and enpl oynent or training
prograns; a good know edge of laws and regul ations relating to grant-
funded comunity devel opnment and enpl oynent or training prograns; a
good know edge of grant application and adm ni stration procedures; a
good know edge of the major principles and practices of planning,

i npl enenting, admni stering, nonitoring, evaluating and preparing
contracts for community devel opment and enpl oynent or training
prograns; a good know edge of Gty, state and federal practices and
procedures for organi zation, budgeting and financial admnistration
related to grant-funded prograns; a good know edge of comunity and

j ob devel opnent needs, resources and prograns; a good know edge of
Gty budgetary, admnistrative, personnel and |egislative rules and
procedures; a good know edge of the |aws and regulations related to
equal enpl oynment opportunity and affirmative action; a good know edge
of the principles and practices of supervision;, a good know edge of
menor anda of understanding as they relate to subordi nate personnel; a
wor ki ng knowl edge of the organi zation and activities of public and
private agencies and community organi zations interested in community
probl ens and activities; the ability to plan, organize and direct the
wor k of professional enpl oyees engaged i n pl anning and i npl ementi ng
grant prograns in the areas of enploynent, training, housing, senior
citizens' services and community devel opnent; the ability to devel op
effective plans to neasure the success of such prograns; the ability
to fornmulate policies and procedures to ensure conpliance with
federal, state and local regulations and guidelines; the ability to
anal yze conpl ex reports, procedures or problens, identify rel evant

i ssues and fornul ate reasonabl e concl usions or effective sol utions;




the ability to wite clear, concise and persuasive reports invol ving
the summary and anal ysis of information and the justification of
recomrendations or findings; the ability to speak before groups and
direct nmeetings for the purpose of providing information or persuading
persons; the ability to represent departnent nmanagenent before the
Gty Council and its coomttees on natters related to grant-funded
prograns; the ability to direct the training and eval uati on of

subordi nate personnel; the ability to deal tactfully and effectively
with individuals fromvarious soci oeconomc |evels, representatives of
governnental and comunity organi zations and Gty officials.

Appoi ntnment to this class is subject to a one-year probationary period
under provisions of Section 109 of The Gty Charter.

Two years of experience, at the |level of Senior Gants Managenent
Speci al i st, supervising professional enployees engaged i n the design,
i npl enentati on, admni stration or evaluation of enploynent, training,
housi ng, senior citizens' services or comunity devel opnent prograns
or in negotiating and preparing contracts for such prograns is
required for Assistant Chief Gants Admnistrator.

License: Awvalid California driver's license is required.

Physical Requirenents : Strength to performaverage lifting of |ess
than 5 pounds; good speaki ng and hearing ability.

Persons with certai n handi caps may be capable of performng the duties
of sone positions in this class. Such determnation nust be nmade by
t he nedi cal exam ner on an individual basis.

As provided in Gvil Service Commssion Rule 2.5 and Secti on
4.55 of the Admnistrative Code, this specification is
descriptive, explanatory and not restrictive. It is not
intended to declare what the duties and responsibilities of any
position shall be.



