12-10-93 MANAGEMENT ASSI STANT, 1539

Summary of Duties: Perforns a broad range of entry-I|evel professiona
work in connection with admnistrative, personnel, budget, grants,

| egislative and/or fiscal activities in various Gty departnents;

recei ves on-the-job training and experience in preparation for career
advancenent in various professional areas; and does rel ated work.

Di stingui shing Features: Managenent Assistant is an entry-|evel
prof essional admnistrative class, the incunbents of which receive on-
the-job training and work experience relating to the operations of a
staff or line Gty departnment or bureau. Managenment Assistants are
exposed to the policies, procedures, rules, and regulations within the
departnent or bureau in which they are enployed, as well as to those
inuse on a GQty-wide basis. Detailed job training is received in the
duties and responsibilities of the specific job to which they are
assigned. The purpose of this class is to assist in produci ng a work
product and further devel op the enpl oyees' witing, analytical, and
oral presentation skills gained in college, while at the sane tine
training themin the diverse operations of the Gty in preparation for
advancenent to hi gher classes such as Managenent Anal yst, Personne
Anal yst, Admnistrative Analyst, and Wility Managenment Assi stant
where they will performnore difficult and conpl ex admnistrative work
i nvol ving the exercise of considerabl e i ndependent judgnent.

Managenent Assistant differs fromthe class of Managenent Aide in that
the latter was devel oped as a tenporary training class for the purpose
of bridging clerical and non-prof essional enployees into professional
admnistrative classes. Assignnents nornally are given verbally and
inwiting and results are eval uat ed.

Exanples of Duties: As a nenber of an operating departnent's genera
admnistrative staff, a Managenent Assistant:

Assists in resolving departnental adm nistrative probl ens by
identifying, analyzing and focusing on the nature of the problem
collecting and interpreting data, determning alternative

sol uti ons and consequences, recomrendi ng a course of action, and
preparing reports and docunentation as necessary.

Assists in preparing, review ng, and editing departnental budget
requests.

Assists in anal yzing, devel oping, installing, nodifying and
reviewing admni strative systens and procedures.

Col | ects, organizes, and records data for recurring reports.
Accesses and nani pul ates data from nmai nframe conputers, persona
conputers, and | ocal area networks.

Assists in maintaining periodic anal yses of accounting and fi scal

dat a.

Assists in the preparati on of operating nanual s and annua
reports.

May assist in the design and inplenmentation of infornation
syst ens.

May prepare routine interoffice nenos, letters, and reports to



other Gty offices, private citizens or conpanies, or to other
gover nnent al agenci es.

May assist in preparation and review of applications for various
Federal and State grants.

May nonitor and coordi nate existing prograns, activities, or
projects that have wel |l defined guidelines or procedures,

i ncl udi ng grant funded prograns.

May nake oral presentations on routine matters before various
gover nnent al boards and agenci es.

May assist in recruitnment, placenent, training, affirnative
action, safety, grievance and disciplinary matters, and ot her
personnel functions of an operating departnent.

May review, anal yze, and prepare reconmendations relating to
routi ne proposed | egislation.

May assist in procuring supplies, materials, and equi pnent for an
operati ng department.

May assist in the devel opnent of contracts.

As a nmenber of a centralized staff agency:

Assists in investigating, evaluating, and nmaki ng recommendati ons
on requests fromoperating divisions, bureaus, or departnents
relating to fiscal, budgetary, legislative, or personnel natters.
May be involved in specialized personnel activities such as

enpl oyee sel ection, classification, recruitnent, training,
counseling, and affirmative action prograns.

May investigate, analyze, and nake recommendati ons on
departnental budget requests, |abor relations natters, nanagenent
audits, and contract negoti ati ons.

May occasionally be assigned to other duties for training purposes or
to meet technol ogi cal changes or energenci es.

Qualifications: Incunbents nust have the foll ow ng know edges and
abilities:

A general know edge of:

Basi c principles, practices, nethods, and techni ques of public
adm ni strati on, personnel admnistration, and organi zati on and
nmanagenent .

Dat a processi ng and conput er - based systens capabilities as they
relate to gathering, retrieving, storing, and mani pul ati ng data.

The ability to:

Gat her factual information and conduct research

Anal yze and evaluate a variety of data and nmake | ogi cal

def ensi bl e concl usi ons or recommendati ons based on that data.
Work under pressure of tine and conflicting denmands.

Prepare oral and witten reports and recommendati ons that are



clear, concise, logically devel oped, and convi nci ng.

Think creatively for the purpose of devel opi ng new procedures,
nmet hods, or approaches for conpl eting assi gnnents.
Performbasic arithnmetic conputations and interpret statistica
information, charts, and di agrans.

Deal tactfully and effectively with the public, nmanagenent,
supervi sors, and ot her enpl oyees in either one-on-one or group
meeting situations.

Wrk independently fromgeneral instructions and conpl ete
assignnents with mninal supervision.

The physical ability to:

Efficiently prepare, review, interpret, and edit a |arge vol une
of reports, correspondence, reference nmaterials, and ot her
docunents, that may wei gh up to 15 pounds.

Efficiently obtain, manipulate, and interpret information stored
in mai nframe and personal conputers.

Communi cate w th supervisors, co-workers, the public, and others
for the purpose of insuring proper and tinely conpletion of work,
providing training, conducting neetings, providing and/or
obtaining informati on at neetings, and other job-related
activities.

Use tel ephones to obtain or provide information.

Use files and other reference naterials.

Make site visits to various field work sites to inspect
operations or obtain infornation.

Persons with disabilities may be able to performthe essential duties
of this class with reasonabl e accommodati on. Reasonabl e accommodati on
will be evaluated on an individual basis and depend, in part, on the
specific requirenments for the job, the limtations related to the
disability, and the ability of the hiring departnent to reasonably
accommodate the limtations.

M ni nrum Requirenents: Gaduation froma recogni zed four-year college
or university is required.

License: Awvalid California driver's license nmay be required for sone
posi tions.

Fair Labor Standards Act Status:

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

As provided in Cvil Service Comm ssion Rule 2.5 and Section 4.55
of the Adm nistrative Code, this specification is descriptive,
expl anatory and not restrictive. It is not intended to declare
what all of the duties, responsibilities, and required

qgqual i fications of any position shall be.



