9- 26- 86 CH EF ADM N STRATI VE ANALYST, 1554

Summary of Duties : Directs and coordinates the work of a group of
anal ysts engaged i n adm ni strative nanagenent and budgetary
admnistration, labor relations admnistration including negotiations
and sal ary/ benefits anal ysis, capital programm ng and nmanagenent
auditing; represents the Gty Admnistrative Cficer on nunici pal
commttees and before governnental officials, citizens' groups and
others for the purpose of solving difficult admnistrative or

| egi sl ative probl ens; and does rel ated work.

D stingui shing Features : A Chief Admnistrative Analyst is
responsi bl e for managi ng prof essi onal enpl oyees invol ved i n naki ng
anal yses and conducting studies to solve difficult admnistrative or
legislative problens with Gty-wi de inpact. An enployee of this class
nmakes significant independent technical and adm ni strative deci sions
whi ch include approvi ng of budgetary admni stration actions and
establ i shing paranmeters for |abor negotiations within the established
policy and guidelines of the Mayor, Gty Council and Gty

Adm nistrative Odficer. A Chief Admnistrative Anal yst receives
assignnents in terns of broad objectives and work perforned is
reviewed in terns of results obtained and objecti ves acconpl i shed.

Exanples of Duties : P ans, directs, coordinates and reviews the work
of a group of professional enpl oyees engaged in admnistrative and
budgetary anal ysis; directs the preparation, review and anal ysis of
portions of the annual Gty budget; directs preparation of capital

i nprovenent prograns; directs studies of costs, controls and
utilization of property and equi pnent; supervises the review of

exi sting and proposed | egislation ordinances and Charter provisions;
supervi ses the periodic reviews of departnental expenditures; reviews
and approves requests for budget changes and adj ustnents; supervises
the preparation of information for the Mayor and Gty Council

i ncluding various charts, schedul es, tables, statenments and graphs;
mai ntai ns |iaison, through subordinate anal ysts, w th departnents
regarding fiscal and admnistrative policies and procedures;

D rects professional enpl oyees engaged i n enpl oyee rel ati ons

negoti ations and salary and benefit anal yses; supervi ses and
participates in the preparation of negotiating paraneters and
managenent bargaining strategy for the approval of the Mayor, Gty
Council and Gty Admnistrative Oficer; maintains, through

subordi nate anal ysts, liaison with the Personnel Departmnent regarding
position classification and organi zational studies; naintains |iaison
wi th departnments and enpl oyee organi zations to ensure uniform
admnistration of the Gty's nmenoranda of understandi ng;
representsGty managenent before the Enpl oyee Rel ati ons Board and

ot her | abor relations organizations;

D rects organi zational, functional and procedural surveys and
managenent audits of various Gty departnents and units; reviews and



participates in the preparation of reports and recomendati ons
concerning the efficiency and effectiveness of Gty governnent and
reduci ng the costs of operations;

Represents the Gty Admnistrative Oficer before the Mayor, the Gty
Council or Gty Council commttees to present reports and
recommendations on fiscal, admnistrative, capital programmng, |abor
relations, or managenent audits; 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

noti vation of subordinate enpl oyees; fulfills managenent
responsibility as set forth inthe Gty's Affirmative Action Program
may al so represent the Gty and/or the Gty Admnistrative Oficer
with Community groups and professional or research organi zations with
state wide interests; and occasionally be assigned to other duties for
trai ning purposes or to neet technol ogi cal changes or energencies.

Qualifications : A good know edge of the principles, practices,

met hods and techni ques of public admnistration, wth special
reference to governnental budgeting, reporting, organization,
financial admnistration, admnistrative anal ysis and capital
programm ng; a good know edge of the Gty Charter, basic

admni strative ordi nances, departnental functions and
interrelationships and Gty practices and procedures in budgeting,
financial admnistration and capital programm ng; a good know edge of
the laws and practices governing the Gty's Enpl oyee Rel ati ons
Program a good know edge of the dynamcs of collective bargaining
including contract admnistration and grievance arbitration; a good
know edge of wage and benefit analysis; a good know edge of State,
County and Gty interrel ati onships; a good know edge of the najor
principles, practices, nethods and techni ques of supervision including
the laws and regul ations relating to equal enpl oynent opportunity and
affirmative action; a good know edge of safety principles and
practices; a working know edge of the relationship between the Gty
and organi zations representing Gty enpl oyees; a general know edge of
Gty personnel rules and policies; the ability to develop and carry
out a bal anced and integrated and effective programof admnistrative
research and analysis including liaison activities; the ability to

pl an, layout, coordinate and direct a group of enployees; the ability
to devel op subordi nates through training and perfornmance feedback and
to notivate subordinates to maxi mze productivity; the ability to dea
tactfully and effectively with public officials, enployees, enployee
organi zations and the public; and the ability to prepare and present
oral and witten reports and recomrendati ons concisely, logically and
convi nci ngl y.

Two years of full-time experience as a Senior Adm nistrative Anal yst
or inaclass which is at least at that |evel which provides
experience in budgetary analysis and control or admnistrative
analysis and research is required for Chief Admnistrative Anal yst.

Appoi ntrmrents to positions in this class are subject to a one year



probationary period as provided by Section 109 of the Los Angeles Cty
Charter.

License: Awvalid California driver's |license and a good dri ving
record may be required for sone positions.

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

Persons with nedical limtations nmay, w th 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
light of the person's limtations, the requirenments of the position,
and the appointing authority's ability to effect reasonabl e
accomodations to the person's |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
all of the duties and responsibilities of any
position shall be.



