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Summary of Duties. An Ethics fficer, under the direction of the Executive
Cficer, Gty Ethics commission, plans, organizes and directs the work of
subor di nat e personnel engaged in the devel opment and i npl enent ati on of
policies, decisions and orders of the Gty Ethics Comm ssion; assists the
Executive (Oficer and Commission in the investigation of alleged violations
of governnment ethics, conflicts of interest, canpaign finance and | obbyi st
registration laws, and levies fines for violations; supervises enpl oyees

i nvol ved in support services to the Executive ficer and Comm ssion of fice;
and does rel at ed worKk.

Di sti ngui shing Features An enployee of this class reports directly to the
Executive (Oficer, Oty Ethics Commssion, provides staff services for the
Executive (fficer, and supervises the activities of a division engaged i n one
or nore of the following: |obbyist registration, conflict of interest or
canpai gn finance and di scl osure, education and training or investigation and
adj udi cation. Assignnents nornally are given verbally and in witing and
results are eval uated by the Executive Cfficer, Gty Ethics Conmi ssion.

I ncunbents in the class of Ethics ficer, as bona fide supervisors, are
responsi bl e for the performance of the full range of supervisory acivities
including: application of discipline, processing and resol ution of

gri evances, eval uation of performance and approval of time-off requests.

Exanpl es of Duties. An Ehics Oficer may supervise and/or performthe
fol | ow ng:

* Audi ts canpai gn statenments and ot her rel evant docunents and i nvesti gates
alleged violations of State law, Gty Charter, and Gty ordi nances
relating to linmts on canpaign contributions and expenditures,
governnental ethics, and conflicts of interest.

* Reports findings of investigations to the Gty Attorney and ot her
appropriate enforcenent authorities.

* Conducts audits of the financial records of every candidate receiving
publ i c matchi ng funds.

* Conducts audits of the financial records of the other candi dates and
commttees involved in Gty el ections.

* Provi des assi stance to agencies and public officials in admnistering

the provisions of the Gty Charter and other laws relating to canpaign
finance, conflicts of interest and governnental ethics.

* Makes recommendations to the Executive (ficer, Gty Ethics Comission
concerni ng canpai gn finance reform governnental ethics, and conflicts
of interest.

* Mai ntains a whistle-blower hot line and investigates incidents reported
to the hotline.

* Annual |y adjusts the limtation and disclosure threshol ds required by
Gty lawto reflect any increases or decreases in the Consuner Price
| ndex.

* Assi sts departments in developing their conflict of interest codes as

required by state | aw



* Prescribes fornms for reports, statenents, notices and other docunents
required by Gty Charter, ordinances, or other laws, relating to
canpai gn financing, conflicts of interest, and governmental ethics.

* Prepares and publishes manual s and instructions setting forth nethods of
bookkeepi ng, preservation of records to facilitate conpliance with and
enforcenent of the laws, and expl ai ni ng applicabl e duties of persons and
committees.

* Devel ops an educational programconsisting of semnars and nanuals to
explain ethics laws and reporting requirenments applicable to Gty
officers and enpl oyees and provi des information regardi ng sources of
assi stance in resol ving questions.

* I ssues witten opinions with respect to the provisions of the Gty
Charter or any ordinance relating to canpai gn finance, conflicts of
interest or governnental ethics.

* Conducts investigations of alleged violations of Aty Charter and Gty
ordi nances relating to canpai gn financi ng and | obbyi ng.
* Conducts investigations of alleged violations of the Charter and Gty

ordi nances relating to conflicts of interest and governmental ethics by
the Mayor, Cty Attorney, Controller, nenbers of the Gty Council or
nenbers of the Gty boards and comm ssions.

* Communi cat es equal enploynent/affirmative action information to
enpl oyees.
* Applies job-related criteria in orienting, assigning, training,

counsel ing, eval uating and di sciplini ng subordi nat es.

May occasionally be assigned to other duties for training purposes or to neet
t echnol ogi cal changes or energenci es.

Qualifications: |ncunbents nust have the followi ng know edges and abilities:

A good know edge of:

* Supervi sory principles and practices including: planning, delegating,
and controlling the work of subordinates.

* Techniques of training, instructing and eval uati ng subordi nate work
per f or nance.

* Techni ques for counseling, disciplining, and notivating subordinate

per sonnel .

Procedures for grievance handling.

Supervisory responsibility for EEQ AA

Ef fective safety principles and practices.

Canpai gn financing practices and regul ati ons.

Policies, rules and laws for financial, admnistrative, |egislative or

| egal system

* State law, Gty Charter, and Gty ordinances relating to limts on
canpai gn contributions and expenditures, governmental ethics and
conflict of interest.

* X X X X

A wor ki ng knowl edge of:

* Procedures to audit camnpai gn statements and ot her rel evant docunents.

* Met hods of bookkeepi ng and preservation of records to facilitate
conpl i ance with and enforcenent of the | aws.

The ability to:

* Establish and naintain a work environment to enhance bot h enpl oyee



noral e and productivity.

Apply sound supervisory principles and techni ques.

Ful fill supervisory affirmative action responsibilities.

Advi se the Executive Cfficer on canpaign finance reform governnenta
ethics and conflicts of interest.

* Audit canpai gn finance reports, and direct the preparati on of nmanual s
and instructions setting forth nethods of bookkeepi ng, and preservation
of records to facilitate conpliance with and enforcenment of ethics |aws.

* Prepare or direct the preparation of reports, studies and educati ona
materials regarding regarding issues related to canpai gn finance,
conflicts of interest and governnental ethics.

* Conduct the investigation of alleged violations of state law, Gty
Charter and Gty ordinances relating to limtations on canpaign
contributions and expenditures, governnental ethics and conflicts of
interest.

* Represent the Executive Cificer and Gty Ethics Conmission in dealings
with the Mayor's (ffice, Gty Council, Gty Admnistrative (fficer, Gty
Gerk's fice, Gty Departnents, the nedia, and the public.

Desired Requirenents. The following qualifications are desired, but not
required:

Four -year degree froma recogni zed college or university in any najor; a |law
degree; experience in public service; experience in and know edge of canpaign
financing practices and regul ations; high-level paid professional experience
inreview investigatory, adjudicatory and/or audit activities involving
policies, rules and laws for financial, admnistrative, legislative or |ega
systens; paid supervisory experience with an executive, |egislative,

adj udi catory, or policy setting body.

License: Awvalid California driver's license and good driving record is
required.

Physical requirements Strength to performaverage lifting of less than five
pounds and occasi onal |y over 15 pounds; good speaking and hearing ability;
and good eyesi ght.

Those with medical limtations nay be able to performthe duties of some
position in this class with reasonabl e accommodati on. The decision to
acconmmodat e sormeone's linmtations will be made on an individual basis and
depends on the types of lintations, what the hiring departnent can
reasonably do to accommodate them and the specific qualifications for the
j ob.

As provided in Civil Service Commission 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.



