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CH EF PERSONNEL ANALYST, 1741

Summary of Duties : Directs and coordinates the work of a division of
the Aty s Personnel Departnent; plans and directs the work of

enpl oyees engaged in position classification, examning, recruitnent,
equal enpl oynment opportunity, enployee devel opnent, enpl oyee health
benefits, nedical services including safety admnistration, workers'
conpensation benefits, and other services; and does rel ated worKk.

D stingui shing Features : A Chief Personnel Analyst is responsible for
nmanagi ng prof essional enployees within a nmaj or specialized personne
activity in the centralized personnel agency. An enployee in this
class reports to the General Manager or Assistant CGeneral Manager and
recei ves very general supervision. A Chief Personnel Analyst makes
significant independent technical and adm ni strative deci sions which

i ncl ude devel opi ng and est abl i shing division policies, procedures, and
perfornmance neasures. Oitical or highly sensitive natters relating
to specific problens and policy issues of the Personnel Departnent or
having Gty-w de inpact are discussed with the Assistant Ceneral
Manager or Ceneral Manager. A major responsibility of such positions
is planning and coordinating work to achieve maximumresults with a

m ni mum of personnel, while providing positive assistance to the
managenent of the operating departnents.

Exanples of Duties : Drects, plans, and coordi nates the work of
subordi nate professional and clerical enployees and reviews it for

t hor oughness, appropri ateness, and soundness of deci sions;
participates in the fornmul ati on of Department policies; confers with
deputies of the Gty Attorney's Ofice regarding the interpretati on of
Charter provisions and Gvil Service Comm ssion Rul es; recomends
amendnents to the Charter and Rul es; prepares correspondence and
special reports on a variety of critical or highly sensitive personnel
subj ects; represents the Personnel Departnent's position on matters
before the Gty Council and Council commttees;

Directs the preparati on and nai nt enance of enpl oyee records incl uding
certification, eligible lists, seniority, and |l ayoffs; directs the
investigation of appeals relating to candi date backgrounds; advi ses
other Gty departnments on the application of Charter provisions and
Avil Service Commssion Rules as they relate to enpl oyee

appoi ntnents, certifications, transfers, reinstatenents; confers with
the Gty Enployee Relations Board, the Gty Admnistrative Oficer's
representative, the Gty Attorney's (fice and concerned operating
departnents on | abor relations issues; directs the devel opnent and
presentation of the Gty's nmanagenent position on unit determnations
to the Gty Enpl oyee Rel ations Board;

Drects the mai ntenance of the Gty's position classification plan;
directs the processing of requests for restoration to eligible lists



follow ng probationary termnations; directs the preparation of

exam nation bulletins and class survey reports; confers with
representatives of the Gty Admnistrative Oficer regarding
classification matters; discusses class specifications, allocations,
and status determnations w th enpl oyees and supervisors; explains the
classification plan and classification principles and procedures to
enpl oyees and supervi sors;

Drects the preparation and admni stration of exam nations; reviews
exam nation outlines and pl ans and suggests revisions and adj ust nents;
di scusses exam nation outlines with departnent representatives;

supervi ses the anal yses of protests on witten questions and interview
and performance ratings; supervises the selection of raters to
participate on oral boards and to apprai se perfornance tests;

initiates and directs research activities to inprove techniques and to
validate test itens;

Drects recruitnent activities for Gty classes, including publicizing
current examnations; directs the investigation of appeals relating to
the acceptance of applications; directs the recruitnent and pl acenment
of emergency enpl oyees; represents the Departnment on Gvil Defense
matters;

Drects selection activities for the sworn services including

recrui tnment of candidates, investigation of appeals relating to the
accept ance of applications, background reviews, and the preparation of
examnations for Police and Fire classes; naintains eligible lists and
directs the certification of lists for entry |level Police Oficers;

Devel ops goals and directs the inplenentation of prograns to achi eve
said goals for the affirmative action unit; analyzes for and di scusses
wth the Gty Attorney's Ofice the effects of |awsuits,
discrimnation conplaints, and requirenents filed agai nst or inposed
on the Aty and recomrends or determnes a course of action as it
relates to affirmati ve action activities; negotiates and approves
settl enent agreenents resol ving individual charges of discrimnation;
coordinates the inplenentation of affirmative action efforts with
managenent representatives of operating departnents; attends neetings
of policy-making and advisory bodies of the Gty as the depart nent
representative;, presents departnent reconmendati ons on nmatters
including the affirmative action inpact of proposed |egislation,
proposed nodifications to the Gty personnel rules and poli cies,

conpl aints of discrimnation, and proposals for inplenenting the
Aty's Affirmative Action Program

Drects the preparation and instruction of courses, semnars,

wor kshops and other training prograns for the devel opnment of Gty
enpl oyees at all levels; directs the preparation and nonitoring of
contractual training arrangenents; directs the career service awards
program conducts training prograns in |abor relations for managenent
of operating departnents; directs the preparation of confidential
eval uations of Gty executive' s departnental personnel policies for



use in the executive nmerit pay plan; directs the counseling of
enpl oyees on A vil Service Comm ssion Rules, policies, and procedures;

Drects the negotiation of health insurance contracts with health plan
agencies; directs the enroll nent of enployees in health insurance
prograns; directs research into the feasibility of enpl oyee benefit
prograns; directs the Gty's wellness program directs the Gty-w de
medi cal services program directs the conduct of safety inspections
for conformance to federal standards; directs accident investigations
on enployees injured on the job; directs the suggestion award program

Drects the GQty's workers' conpensati on program including the

i nvestigation and acceptance of clains for nedical treatnment and the
rehabilitation of enployees injured or ill in the line of duty;
directs the evaluation of the extent of permanent disability for
presentation before the Wrkers' Conpensati on Appeal s Board; confers
with the Gty Attorney's fice regarding the negotiation of
settlenments involving disability and third party cases; confers with
t he Pensions Departnent on retirenent cases involving workers
conpensation; confers with the Data Service Bureau and Controller's
G fice on the processing of awards, nedical payments, and nonthly
disability payrolls; and may occasionally be assigned to other duties
for training purposes or to nmeet technol ogi cal changes or energenci es.

Qualifications : A good know edge of the principles and practices of
public personnel adm nistration, nmanagenent, and organi zati on as
related to the admnistrati on of a conprehensi ve program of personnel
adm ni stration; a good know edge of office nanagenent practices and
procedures; a good know edge of the Gvil Service Conm ssion Rules,
policies, and procedures, and Gty Charter provisions, ordinances, and
Gty Attorney opinions pertaining to personnel; a good know edge of
federal and state | aws bearing on nunicipal enploynent; a good

know edge of the laws and regul ations related to equal enpl oynent
opportunity and affirmative action; a good know edge of safety

princi ples and practices; a working know edge of State, county, and
city interrel ationshi ps; a general know edge of mnenoranda of
understanding as they apply to subordinate personnel; the ability to
pl an, organi ze, direct, and evaluate a variety of personnel

adm ni strati on and nanagenent activities for a central personnel
agency; the ability to organize, direct, and evaluate studies to
obtain effective solutions to problens in personnel adm nistration and
organi zation; the ability to prepare and present oral and witten
reports and recommrendations concisely, logically, and convincingly;
the ability to interpret statistical conputations, charts, and
diagrans; and the ability to deal tactfully and effectively with
public officials, managenent, subordi nates, enployees and their
representati ves, and the general public.

Two years of full-time experience at the | evel of Senior Personnel
Analyst or in a class which is at least at that |evel performng
personnel admnistration or professional admnistrative analysis is
required for Chief Personnel Analyst.



Appoi ntrments to positions in this class are subject to a one year
probationary period as provided by Section 109 at 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 occasionally over 15 pounds; good speaki ng and
hearing ability; and good eyesight.

Persons with nedical limtations may, 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
[ight 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 Secti on
4.55 of the Admnistrative 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.



