2-10-89 SEN CR UTI LI TY MANAGEMENT ASSI STANT, 9101

Summary of Duti es: Personal |y perforns the nost difficult or
responsi bl e adm ni strative staff assignnents and/or supervises a

prof essional staff in assenbling, analyzing, and interpreting data and
in preparing correspondence, reports and reconmendati ons on a w de
variety of procedural, admnistrative, budgetary financial, personnel,
or related activities pertinent to the managenent and the

adm nistration of the Departnent of Water and Power; acts as staff to
managenent ; supervi ses professional, paraprofessional, technical and
clerical personnel; and does rel ated work.

D sti ngui shing Features: A Senior Wility Managenent Assi stant
personal |y perforns the nost difficult and conpl ex professional
budgetary, admnistrative, personnel, or financial assignments, or
supervi ses a professional staff engaged in such work. [|ncunbent may
act as an assistant head of an admnistrative services section in a
system executive office or large division. Persons in this class
recei ve assignnents which are nore difficult or conplex than those
assigned to Wility Managenent Assistants and for which there are
fewer guidelines or precedents on which to base the work. Assignnents
are received in terns of broad objectives or conpl ex probl ens, and

i ncunbents receive mninmal direct supervision, their work being
subject to reviewin terns of adherence to policy and soundness rat her
t han nmet hods enpl oyed. A Senior Wility Managenent Assi stant

typi cally supervises an individual work unit or a group of
professional, admnistrative and clerical enployees or acts as staff
assi stant and personally perforns the nore conpl ex and sensitive work
within the unit.

An enpl oyee in this class may supervi se and/ or personally performvery
conpl ex and highly sensitive work related to a naj or Departnent or
systemcapital, operation, nmaintenance or human resource program
project, or function involving significant expenditures of funds or
having a maj or inpact on operations and resources. Enployees in this
class may supervise other Senior Wility Managenent Assistants, as
wel | as other professional, technical and adm ni strative personnel.

This class is distinguished fromother admnistrative and prof essi onal
classes by the fact that it is located only in the Departnent of \Water
and Power and thus incunbents nust be know edgeabl e of and work w thin
budget ary, personnel, and financial systens which apply Gty-w de as
wel | as those which are unique to the Departnent.

Exanpl es of Duties: Supervi ses the work of professional

par apr of essi onal , technical, and clerical personnel engaged in

admni strative work or working in support of adm nistrative prograns;
investigates the nore sensitive and conpl ex personnel, organizational,
budgetary, fiscal, or admnistrative problens and recomrends sol utions
t o managenent; supervi ses budgetary preparation and anal ysis and
directs the preparation of resultant reports and recomrendations, and
devel ops and inplenents a systemof productivity measurenent and




st andards; devel ops and nai ntains divisional work sinplification and
met hods i nprovenent prograns by anal yzi ng organi zati onal structures,
policies, work nethods, and related information to identify causes of
del ays, duplication of work effort, and other inefficiencies; devel ops
and docunents anal ytical procedures for auditing the perfornance
reporting process, devel opi ng work standards, work | oad forecasting
and conducting speci al studies; supervises and participates in the
preparation of narrative and statistical reports and correspondence;

Drects the design and preparation of of conputer-based budget
expenditure reports and financial forecasts; acts as a nenber of the
Ceneral Manager's budget review team and advi ses the General Manager
on the capital and expense budget; anal yzes vari ances between the
current and proposed budgets; reviews and recommends expenditures from
t he budget; nonitors systemcosts control activities; explains and
interprets Department policies, practices, and procedures in answer to
witten or oral inquiry; supervises and participates in the

devel opnent, publication and inplenentati on of procedures and
operating manual s; reviews and reports on proposed state and federa

| egi sl ation which may inpact Departnent projects; advises Departnent
managenent and provi des detail ed anal yses and recommendat i ons
regardi ng conpl ex organi zational restructuring and the inpact of
various organi zational and personnel decisions on overall Department
oper ati ons;

Acts as a Departnent nanagenent representative during the neet and
confer process wth recogni zed enpl oyee organi zati ons, which incl udes
eval uating uni on denmands and recomendi ng appropri ate responses to
managenent ; advi ses and coordi nates wi th nmanagenent the processing and
resol ution of enpl oyee grievances; acts as Departnent advocate before
third-party neutrals, commssions and ot her deci sion-maki ng bodi es;
supervi ses t he devel opnent of equal enpl oynment opportunity and
affirmative action prograns and training prograns; devel ops and
coordi nates the admni stration of policies and procedures, as related
to sensitive Departnmental operations and prograns; prepares reports
and represents the Departnent before various governing bodi es on
sensitive and conpl ex issues; and naintains liaison with private
agencies to obtain and provide informati on regardi ng personnel,

adm ni strative, and organi zational natters;

Coordi nates the pl anni ng, design, devel opnent, and inpl enentation of
records managenent, information nmanagenent, and office autonation
prograns; devel ops, negotiates, and prepares agreenments with
consultants and other contractors; plans, directs, nonitors, and
controls the work of consultants.

Applies a variety of techniques to fully utilize the skills and
potential of subordi nate enpl oyees; naxi m zes productivity through
effecti ve communi cation with and notivation of subordi nate enpl oyees;
fulfills supervisory affirmative action responsibilities as set forth
inthe Gty's Affirmative Action Program and may occasionally be
assigned to other duties for training purposes or neet technol ogi ca



changes or energenci es.

Qualifications: A good know edge of the najor principles, practices
and net hods of public adm nistrati on, nmanagenent, budgeti ng and
financial control, personnel admnistration, admnistrative anal ysis,
and nost accounting; a good know edge of basic office and busi ness
procedures and practices; a good know edge of Gty personnel rules,
policies, practices, and procedures, a good know edge of safety
principles and practices; a good know edge of basic supervisory
principles and practices; a working know edge of Departnment of Wter
and Power Adm nistrative Manual provisions applicable to personnel,
adm ni strative, budgetary and cost reporting activities; a working
know edge of the |laws and regul ations related to equal enpl oynent
opportunity and affirmative action; a general know edge of conputer-
based i nformati on managenent capabilities; a general know edge of
term nol ogy applicable to public water and power utilities; a working
know edge of the Departnent of Water and Power fornal and i nformnal
organi zation, including organizational responsibility; a working
knowl edge of nenoranda of understandi ng applicabl e to Depart nent
bargaining units; the ability to anal yze and eval uate tangi bl e and
intangi ble data; the ability to present oral argunments and prepare
witten briefs in connection wth admnistrative hearings; the ability
toreview, edit, and prepare witten reports and reconmrendati ons
concisely, logically, and convincingly; the ability to deal tactfully
and effectively with supervisors, other enployees and the public; the
ability to plan, organize, and direct the work of subordi nates; the
ability to organi ze and conduct studies to obtain effective solutions
to problens in budget preparation, personnel utilization, perfornance
reporting, organization, records nmanagenent, office autonation,
finance, and admnistrative analysis; the ability to prepare and
interpret statistical conputations, charts, and diagrans; the ability
to direct the activities of an admnistrative staff involved in varied
financial and adm nistrative work; and the ability to train and

eval uat e subordi nate adm ni strative, technical, paraprofessional and
clerical personnel; and the ability to devel op subordinate through
perfor mance feedback, and to notivate subordi nates to nmaxi m ze
productivity.

Two years of full-time experience as a Wility Managenent Assistant or
inaclass which is at |least at that |evel which provides professional
experience in budget formulation and control, financial

admni stration, admnistrative anal ysis, departmental adm nistration,
or personnel admnistration is required for Senior Wility Managenent
Assi stant .

License: Awvalid CGalifornia driver's license and a good dri ving
record may be required.

Physi cal Requi renents: 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 nmay, wth reasonabl e accomodati ons,
be capabl e of performng the duties of some of the positions in this
class. Such determ nation nust be nade on an individual basis in
[ight of the person's limtations, the requirenments of the position,
and the appointing authority's ability to correct reasonabl e
accomodations to the limtations.

As provided in Gvil Service Commssion Rule 2.5
and Section 4.55 of the Admnistrative Code, this
specification is descriptive, explanatory, and not
restrictive. It is not intended to decl are what
the duties and responsibilities of any position
shal | Dbe.



