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ASSI STANT GENERAL MANAGER PERSONNEL DEPARTMENT, 1745

Summary of Duties  Assists the General Manager Personnel Departnent in
managi ng a personnel nerit systemand hunman resources programfor the
Gty of Los Angeles; plans, directs and coordinates the admnistration
of a nunber of major human resources functions within the Personne
Departnent; acts for the General Manager Personnel Department in the
latter's absence; and does rel ated work.

D stingui shing Features : An Assistant General Manager Personnel
Departnment is next inline of authority to the General Manager
Personnel Departnent, assumng full responsibility inthe latter's
absence, representing the Departnment in public and assumng ful
executive responsibility for the managenent of the Departnent. A
manager of this class exercises admnistrative and technical direction
over the activities of several distinct human resources functions of
maj or scope wi thin the Personnel Departnent such as classification,
exam ning, recruitnment, personnel aspects of l|abor relations, equa
enpl oynent opportunity and affirmati ve acti on prograns, enpl oyee
devel opnent, enpl oyee benefit admnistration and rel ated servi ces,
wor ker' s conpensation, rehabilitation and occupational health and
safety.

An Assistant General Manager Personnel Departnent is responsible for
t he adequacy and validity of technical practices of the Personnel
Departnent and is required to exercise a high |evel of expert

i ndependent judgenent in directing the resolution of highly conpl ex
per sonnel probl ens which may have nmajor inpact on Gty policies and
procedures. Subject to the approval of the General Manager Personnel
Departnent, an Assistant General Manager Personnel Departnent nakes
recomendat i ons regardi ng establishing or inplenmenting major policies
and assists top-level nanagers and executives, the Gty Admnistrative
G ficer and elected officials of the Gty in formulating solutions to
hurman resources and rel ated problens. A manager of this class is
accountable for the efficient managenent of a nunber of divisions
within the departnent and the attainment of program goals and

obj ecti ves.

Exanpl es of Duties : Through subordinate division heads, plans,
coordinates and directs the admni stration of several distinct human
resources functions of najor scope, such as classification, exam ning,
recrui tnent, personnel aspects of |abor relations, equal enpl oynent
opportunity and affirmative action prograns, enployee devel opnent,
enpl oyee benefit admnistration and rel ated services, worker's
conpensation including rehabilitation, and occupational health,
safety, and wel | ness prograns; directs the devel opnment of Depart nent
policies, procedures and work prograns to carry out the Departnent's
functions of admnistering a personnel nerit system and human
resources programfor the Gty of Los Angel es;




Assi st the General Manager Personnel Department in fornulating | ong
range or maj or plans for the coordi nation and admni stering of the

Per sonnel Departnent, providing expert guidance and techni cal
assistance to Gty departnents in establishing and adm nistering their
human resources prograns and securing the cooperation and support of
Gty officials, departnment heads, city enpl oyees, special interest
groups and the community at large in the operati on and nai nt enance of
the nerit system represents the Personnel Departnent before the Gty
Council and its comttees and in neetings with top | evel executives
and nanagers; assists the Mayor, Gty Admnistrative Oficer and Gty
departnent heads in fornulating solutions to maj or human resources
probl ens or those problens which are highly sensitive, confidential or
controversial in nature;

Drects the preparation of reports and presents staff findings and
recomendations to the Gvil Service Commssion, the Gty Council and
its coomttees, Gty officials and officials and representatives of
ot her governnental agenci es;

Recommends changes in the Gvil Service Comm ssion Rul es, Personne
Departnent Policies and the Gty Charter which will inprove the
operation of the nmerit system addresses various groups on the
operation of the nmerit systemand related issues; acts for the General
Manager Personnel Departnent in the latter's absence, and nmay
occasionally be assigned to other duties for training purposes or neet
t echnol ogi cal changes or energenci es.

Qualifications : A good know edge of the principles, objectives,
practices and techni ques of public personnel admnistration; a good
know edge of the principles and techni ques of managenent and

organi zation, including budgetary admnistration and control; a good
know edge of the organization, operation and adm ni strative probl ens
of the Aty of Los Angel es; a good know edge of Gty Charter

provi sions, ordinances and Gty Attorney opinions related to personne
admni stration; a good know edge of maj or personnel related

devel opnents and trends in the public service and in the private
sector; a good know edge of the types and variety of classes of
positions in the Gty of Los Angel es; a good know edge of the | aws,
regul ati ons and court decisions related to equal enpl oynent
opportunity, affirmative action, enployee selection, grant-funded
enpl oynent prograns and workers' conpensation; a good know edge of the
principles of human relations; the ability to plan, organize,

coordi nat e and nanage several najor conponents of a conprehensive
programof nerit system personnel admnistration; the ability to
exer ci se sound | eadershi p, admnistrative and techni cal judgenent,
originality and initiative in recommendi ng new or revised nethods,
procedures, prograns and solutions to difficult or sensitive probl ens;
the ability to devel op recognition, confidence and support for the
nmerit systemand personnel -rel ated prograns and proposals and their
objectives; the ability to present information and i deas or concepts
clearly, logically, convincingly and effectively both orally and in
witing; the ability to deal tactfully and effectively with public




officials, department heads, enployees at all levels, representatives
of other agencies, community and civic groups, enployee organi zations
and the general public.

Two years of full time supervisory experience in a position at |east
at the level of Chief Personnel Analyst responsible for admnistering
a department function having as its primary focus personnel
admnistration, legislative or admnistrative analysis or
admnistrative staff work is required for Assistant General Manager
Per sonnel Departnent.

Appoi ntrment to positions in this class is subject to a one-year
probationary period as provided in Section 109 of the Gty Charter.

License: Awvalid California driver's |license and a good driving
record may be required.

Physical Requirenents : Strength to performaverage lifting of |ess
than 5 pounds and occasionally over 15 pounds; good speaki ng and
hearing ability; and good eyesight.

Persons with nedical limtations nay, w th reasonabl e accommodati ons
be capabl e of performng the duties, sone of the positions in this

cl ass, such determ nation nust be nade on an individual basis in |ight
of the person's limtations, the requirenments of the position, and the
appoi nting authority's ability to effect reasonabl e accommodations to
the limtations.

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.



