08- 3-90 Executive O ficer, Cty Ethics Conm ssion, 0013

Summary of Duties: The Executive (ficer, Gty Ethics Conm ssion
directs and participates in the devel opment and inpl enentation of
policies, decisions and orders of the Gty Ethics Conmssion; assists
the Commssion in the investigation of alleged violations of
governnent ethics, conflicts of interest, canpaign finance, |obbyi st
registration laws, and to levy fines for violations; supervises

enpl oyees invol ved in support services to the Conm ssion office; and
does rel ated wor k.

Di stingui shing Features: The Executive Oficer, Gty Ehics

Comm ssion reports directly to the Gty Ethics Comm ssion, provides
staff services for the Comm ssion, and supervises the activities of
the Conm ssion office. The Executive (ficer is responsible for
devel opi ng and adm ni stering prograns established by the Conm ssion
relating to canpaign finance, conflicts of interest and governnent al
et hi cs.

The Executive O ficer may act on behalf of the Comm ssion between
neetings of the Comm ssion, except that policies, rules, regulations
and adj udi catory decisions can only be acted upon by the Comm ssi on.

Based on Article 36, Section 600 of the Gty Charter, the Executive
Cficer shall not serve the Coomssion for nore than ten years and is
exenpt fromthe Gvil Service Provisions of the Gty Charter.

Exanpl es of Duties: The Executive Oficer

o] Pl ans, coordi nates, and provides staff support for all
meetings of the Gty Ethics Commssion as well as its
commttees and sub-commttees, public hearings, conferences,
and ot her Comm ssion activities.

o] Shal | appoint and has authority to di scharge Comm ssion
staff nenbers and prescribe their duties.

o] Represents the Gty Ethics Conmssion in dealings with the
Mayor's Office, Aty Gouncil, Gty Admnistrative Oficer,
Gty Qerk's Ofice, and other Gty departnents as

necessary.

o] Represents the Gty Ethics Commssion inits dealings with
t he nedi a. _

o] Prepares or directs preparation of reports, studies and

educational naterials regarding canpaign finance, conflicts
of interest and governnental ethics.

o] Drects the preparation and publication of manual s and
instructions setting forth nmethods of bookkeepi ng,



preservation of records to facilitate conpliance with and
enforcenent of ethics |aws, and expl ai ni ng applicable duties
of persons and commttees.

o] Reconmmends | egi sl ati on and ot her neasures to the Comm ssion
for presentation to the Gty Council.

o] Acts as liaison for the Comm ssion between the Gty, County,
State, Federal and private agencies to provide cooperative
action.

o] May confer with individuals working within the Gty on

problens related to canpai gn finance, conflicts of interest
and governnental ethics.

o] Drects the preparation of the Gty Ethics Comm ssion budget
and annual report.

o] Drects the audit of canpaign statenents and ot her rel evant
docunent s.
o] Drects the investigation of alleged violations of state

law, Gty Charter and Gty ordinances relating to
l[imtations on canpai gn contributions and expendi tures,
governnental ethics and conflicts of interest and to report
the findings to the Conmm ssion.

o] Makes recomrendations to the Conm ssi on concerning canpaign
finance reform governnental ethics and conflicts of
i nterest.

o] Mai ntai ns a whi stl e-blower hot |ine.

o] Annually studies the limtation and di scl osure threshol ds

required by Gty law to reflect any increases or decreases
in the Consuner Price |ndex.

o] Assists departnments in developing their conflict of interest
codes as required by state | aw

o] Recommrends to Conm ssion forns for reports, statenents,
noti ces and ot her docunents required by Charter, by
ordi nances, or by other laws, relating to canpai gn
financing, conflicts of interest and governmental ethics.

Desired Qualifications: Two years of full-time paid experience
directing a staff

a. invol ved in oversight, review, adjudicatory, or audit
activities for financial, admnistrative, |egislative or
| egal systens; or



b. whi ch provides staff support services for a |legislative,
adj udi catory, or policy setting board or comm ssi on.

License: Awvalid California driver's |icense and a good driving
record i s required.

Physi cal Requirenents: Strength to performaverage lifting of |ess
than five pounds and occasional |y over 15 pounds; good speaking and
hearing ability; and good eyesight.

Persons with nedical limtations nmay, w th reasonabl e accommodati on,
be capable of performng the duties of the positionin this
classification. Such determnations nust be nmade on an indivi dua
basic in light of the person's limtations, the requirenents of the
position and the appointing authority's ability to effect reasonabl e
accomodation to the person's limtations.



