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CH EF MANAGEMENT ANALYST, 9182

Summary of Duties: Directs a large staff of professional

techni cal

paraprof essi onal, and clerical enployees providing a

variety of admnistrative or support services for a large Gty
departnent or bureau; applies sound supervisory principles and
techni ques in building and naintai ning an effective work force;
fulfills affirmati ve action responsibilities; and does rel ated

wor K.

Di stingui shing Features: A Chief Managenent Analyst, as a

division head, 1S responsible for directing, through subordi nate
supervi sors, several diversified admnistrative functions with
departnent-w de i npact or the major adm nistrative support
functions of a large Gty departnment or bureau, which includes

t he pl anning, financing, scheduling, and controlling of work
prograns. An enployee in this class typically reports to the
head or assistant head of a | arge departnent or bureau, and
supervi ses a significant nunber of professional enployees. A
Chi ef Managenent Anal yst receives assignnments in terns of broad

obj ecti ves,

and is responsible for the presentation of reports

and recommendat i ons upon whi ch policy decisions are based. Wrk
performed is reviewed in terns of results obtai ned and
obj ecti ves acconpl i shed.

| ncunbents in the class of Chief Managenent Anal yst are
responsi bl e for the performance of the full range of supervisory
activities including the application of discipline, processing
and resol ution of grievances, and eval uati on of performnmance.

Examples of Duties: A Chief Management Analyst:

*

Directs, through subordinate supervisors, the operation of a division-level function within a City
department or bureau;

Administers grant-funded programs;

Formulates and implements policies, regulations, and procedures relating to major work programs or
departmental or bureau administrative support functions;

Directs the study of department or bureau operations, including the development of measures of
effectiveness and quarterly reporting systems;

Determines short and long term division goals and objectives,

Ensures the division is meeting its objectives, work programs, priorities, and deadlines and takes
corrective actions to achieve such;

Directs staff in the preparation of budget data;

Reviews all budget requests and makes funding recommendations to the department or bureau head
during the internal budget hearings;

Directs the preparation of the annual expenditure program, financial status reports, and accounts
analyses,

Represents the department or bureau at various meetings with the Mayor, City Council, high level
officials, and City Administrative Officer on financial and administrative matters;
Administersamajor support function for a department including work programs which may involve
both office and field workers;

Acts as the management representative and participates in the meet and confer process on behalf of
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t he departnent nmanagenent;

* Oversees and approves the preparation of conprehensive
proposal s, contracts, and applications for grants funds;
* Conducts investigations and studies, and anal yzes and

prepares reports and recomrendati ons on highly
controversial and conpl ex budgetary, grants, personnel,
contracts, and ot her nmanagenent probl ens;

* D rects professional, paraprofessional, technical, and
clerical personnel engaged in admnistrative services
i ncl udi ng work program pl anni ng, program operations, and
project financing and scheduling;

* Establ i shes adm ni strative control of overtine and
personnel utilization;
* D rects the devel opnment and inpl enentati on of departnment

personnel prograns including affirmative action,
counseling, training, and enpl oyee devel opnent;

* Assists in or determnes affirnmative action goals and
progr ans;

* Applies a variety of techniques to fully utilize the skills
and potential of subordinate enpl oyees;

* Maxi m zes productivity through effective comunication
with, and notivation of, subordi nate enpl oyees;

* Comuni cat es equal enpl oynent/affirnmative action
information to enpl oyees;

* Applies job-related criteria in selecting, orienting,

assi gning, training, counseling, evaluating, and
di sci pl i ni ng subor di nat es;

* Assi sts enpl oyees in preparing for pronotion as descri bed
inthe Qty's Affirmative Action Program

May occasionally be assigned to other duties for training
proposes or to neet technol ogi cal changes or energencies.

Qualifications: Incunbents nust have the foll ow ng know edges
and abilities:

A good know edge of:

* Principles, practices, nethods, and techni ques of public
admnistration, admnistrative and | egi sl ative anal ysi s,
managenent and organi zati on;

* Budget, financial, personnel, grants, and contract
admni stration;

Cost accounting, and purchasing;

O fice nmanagenent practices and procedures;

Gty Charter and the Gty's basic admnistrative

ordi nances, rules, procedures and poli cies;

VWr k neasurenent techni ques and appl i cati ons;

Techni ques available to maximze the utilization of human
resources to benefit both the Gty and the individual;

* Supervisory principles and practices, including planning,
del egating, and controlling the work of subordinates;

* Techni ques of training, instructing, and eval uating
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subor di nate' s wor k performance;
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* Techni ques for counseling, disciplining, and notivating
subor di nat e personnel ;

* Gievance handl i ng procedures;

*

Supervisory responsibility for equal enploynent opportunity
and affirmative action as set forthin the Gty's
Affirmative Action Program

* Ef fective safety principles and practi ces;

A wor ki ng knowl edge of:

* Laws and regul ations rel ated to equal enpl oynent
opportunity and affirmative action;

* O di nances, regul ations, procedures, and practices rel ated

to enpl oyee rel ati ons;

A general know edge of:

* El ectroni c data processing principles, methods, and
appl i cations;
* Gty personnel rules, policies and procedures;

The ability to:

* Pl an, organi ze, direct, control, and evaluate a variety of
adm ni strati ve, managenent, accounting, and personnel
activities and prograns in a Gty agency;

* O gani ze, direct, and evaluate studies to obtain effective
solutions to problens in organization, budget preparation,
finance, personnel utilization, procedural analysis, and
per f or mance reporting;

* Prepare and present oral and witten reports and
recommendat i ons conci sely, conpletely, logically, and
convi nci ngl y;

Interpret statistical conputations, charts, and diagrans;

* Deal tactfully and effectively wth nmanagenent,
subordi nates, and others involved in the admnistrative
activities of the Gty;

* Establish and utilize conputer generated reports in
admnistrative and financial planning activities, and
budget preparati on;

* Devel op subordi nates through training and perfornmance
f eedback;
* Establish and naintain a work environnent to enhance both

enpl oyee noral e and productivity;

M ni num Requi r enent s:

Two years of full-tinme experience as a Senior Managenent Anal yst
or inaclass which is at |least at the | evel which provides

pr of essi onal experience in admnistrative, financial, grants,

| egi sl ative, or personnel work is required.

Licenses: Avalid California driver's |icense nay be required
for sone positions.

Physi cal requirenents: Strength to performaverage lifting of
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| ess than five pounds and occasional |y over 15 pounds; good
speaki ng and hearing ability; and good eyesi ght.

Those with nmedical imtations nmay be able to performthe duties
of sone positions in this class w th reasonabl e accommodati on.
The deci sion to accommobdat e soneone's limtations will be nade
on an individual basis and depends on the types of [imtations,
what the hiring departnment can reasonably do to accomuodat e
them and the specific qualifications for the job.
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As provided in CGvil Service Comm ssion Rule 2.5 and
Section 4.55 of the Adm nistrative Code, this specification

is descriptive, explanatory and not restrictive. It is not
intended to declare what all of the duties and

responsibilities of any position shall be.



