3-12-93 STAFF ASS|I STANT TO CGENERAL MANAGER
WATER AND POVER, 9185

Summary of Duties: Reviews and anal yzes Departnent expenditure
prograns, rates revenues, and costs; mnakes recomrendati ons on

t he devel opnent of financial and budgetary planni ng and
pol i ci es; advi ses nmanagenent on financial and budgetary matters;
pl ans, organi zes and directs the work of subordinates engaged in
such activity; applies sound supervisory principles and

techni ques in building and naintaining an effective work force;
fulfills affirmati ve action responsibilities; and does rel ated
wor k.

Di stinguishing Features: The Staff Assistant to General Manager
Water and Power acts as a special assistant advising and nmaki ng
recommendations to the General Manager and Chi ef Engi neer on the
pl anni ng, devel opnent, and nai nt enance of sound and effective
financial prograns. The incunbent al so prepares and directs
special financial, budgetary, and statistical studies and
reports involving Departnent operations. The incunbent nust
handle a wide variety of departnental matters and have the
ability to correlate and anal yze data from nmany sources,
reconcile varying points of view, prepare conprehensive reports,
and reach sound but practical solutions.

As a bona fide supervisor, an incunbent in the class of Staff
Assistant to General Manager Water and Power is responsible 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 performance.

Exanples of Duties: A Staff Assistant to General Manager Water
and Power :

Assi sts the General Manager and Chi ef Engineer by review ng
and anal yzing the Departnent's overall financial prograns,
including its budget, capital program rate structure and
fees, cash flow and borrow ng program

Makes recomrendati ons on managenent practices, budgetary
pl anni ng, and poli cies;

Participates in the preparation, review, and analysis of

t he budget and expenditure program

Drects studies designed to critically assess capital
project requirenents and to devel op effective nmeasures to
control expenditures, maintain an adequate cash fl ow and
sol ve rel ated financial and budgetary probl ens;

Confers with executives to obtain financial and budgetary
information and dat a;

D rects and prepares special financial, budgetary, and
statistical studies and reports;

Drects the clerical, staffing, and space utilization
units, involved in the review and analysis of all requests



to fill vacancies or establish new positions;

Studi es requests for reallocation of space and anal yzes
fl ow of work and docunents;

St udi es and approves requests for furniture and office
equi pnent acqui sitions, replacenents, and relocati ons and
nodi fications to the building, grounds, and rel ated
communi cati ons systens and equi prent ;

Devel ops and coordi nates Departnent's records nmanagenent
and forns control procedures;

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 described
inthe Qty's Affirmative Action Program

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

Qualifications: Incunbents nust have the follow ng know edges
and abilities:

A good know edge of:

Principles, practices, and techni ques governing financia
adm ni strati on, budgeting, organization, and nmanagenent
activities;

Principles and practices of budget preparation and control;
Principles and practices applicable to the managenent and
adm ni stration of a |arge business organi zation includi ng
financial admnistration and control;

Met hods and procedures used to exam ne, verify, and anal yze
financial records, statenents, and reports;

Gty Charter provisions, laws, and Gty Attorney's Qpi nions
affecting the Departnment of Water and Power;

O gani zation of the Departnent of Water and Power and the
functions and interrel ati onshi ps of its divisions;

Budget preparation and personnel nanagenent;

Supervi sory principles and practices, including planning,
del egating, and controlling the work of subordinates;

Techni ques of training, instructing, and eval uating
subor di nate' s wor k performance;

Techni ques for counseling, disciplining, and notivating
subor di nat e personnel ;

Procedures for grievance handling;

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

Ef fective safety principles and practi ces;

A wor ki ng knowl edge of:



Menor anda of understanding as they apply to subordinate
per sonnel ;

A general know edge of:

Avil Service Comm ssion Rul es;
Gty personnel rules, policies, and procedures;

The ability to:

Determ ne the scope of desired studies;

Pl an met hods and procedur es;

ot ai N necessary information;

Prepare conci se and conprehensi ve reports;

Deal tactfully and effectively w th nanagenent, enpl oyees,
and the public;

Establi sh and mai ntain a work environnent to enhance both
enpl oyee noral e and productivity.

M ni rum Requi renents:

1. G aduation froma recogni zed four-year college or
uni versity with specialization in business admnistrati on,
economcs, political science, or public admnistration; and
2. Two years of full-time paid professional experience in
financial analysis and water or electric rate analysis as
applied to a large public utility.

Addi tional experience of the specified type may be substituted
for the required education on a year for year basis.

License: Awvalid California driver's license is required.
Physical Requirenents: Strength to performaverage lifting up

to 5 pounds and occasional |y over 15 pounds; good speaking and
hearing ability; and good eyesight.

Those with nmedical Iimtations nmay be able to performthe duties
of sone positions in this class w th reasonabl e accommodati on.
The deci sion to accommobdat e sonmeone's limtations will be nade
on an individual basis and depends on the types of [imtations,
what the hiring departnent can reasonably do to accommodat e
them and the specific qualifications for the job.

Fair Labor Standards Act Status:

Al of the positions in this class qualify for an admnistrative
exenption fromthe mni nrumwage and overtine requirenents of the
Fai r Labor Standards Act.

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 Dbe.



