	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	ADMINISTRATIVE ASSISTANT III





DEFINITION:





Under general direction, assists the Executive Officer and other Court management personnel with budget preparation, fiscal management, staffing, special projects and studies, and general administration; and performs other related work.





CLASS CHARACTERISTICS:





The Administrative Assistant III is distinguished from the next higher class of Principal Administrative Analyst in that the latter is responsible for organizational budget and fiscal matters, as opposed to the Administrative Assistant III who has certain projects or specific programs.  It differs from the next lower class of Administrative Assistant II in that the Administrative Assistant II performs moderately less complex administrative assignments as directed, whereas the Administrative Assistant III may perform those more complex assignments and may be the lead person for various projects or activities.





EXAMPLES OF DUTIES:





Coordinates administrative activity to support the delivery of services; monitors expenditures and revenues to assure compliance with appropriations; monitors, analyzes, and reports variances; prepares recommendations for improved administrative procedures and monitors their implementation; composes reports, proposals, manuals and other documents for management which communicate policy and procedures; performs special assignments at the direction of the Court which may complex and sensitive issues requiring resolution; may supervise clerical or administrative staff; drafts correspondence and board letters for signature at the department head level or higher; participates on various committees; and other duties as assigned.





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:





    •	County fiscal and budget process.


    •	County organization, policies, procedures and regulations.


    •	Principles and practices of public administration and management.


    •	Data collection, analysis and display.


    •	County regulations and fiscal policies pertaining to travel and the acquisition of services, space, equipment, supplies and materials.


    •	Methods of effective problem and systems analysis.





General Knowledge of:





    •	Functions and operations of the Superior Court.


    •	Principles and practices of supervision and leading, to include office management, methods, and procedures.


�
    •	Management/EDP information systems.


    •	Principles of cost/benefit analyses.


    •	Report writing techniques.





Skills and abilities to:





    •	Direct a variety of services functions, such as purchasing and fiscal management.


    •	Deal with sensitive and confidential issues requiring the use of tact and diplomacy.


    •	Effective public and interpersonal relations.


    •	Work with minimal direction and under strict time constraints.


    •	Analyze various problems and logically identify solutions.


    •	Establish and maintain effective working relations with persons of professional status, both individually and in groups or committee situations.


    •	Effective verbal and written communication.





EDUCATION/EXPERIENCE:





Education, training and experience which clearly demonstrate possession of the knowledge and skills listed above.  The minimum education, training and experience which would likely provide the requisite knowledge and skills would be a Bachelor's degree in either Public or Business Administration and three years of progressively responsible professional journey level analytical experience in fiscal, budget, or personnel management.  At least one year of the required experience must include the responsibility for leading the work of others.  Successful completion of a Master's degree in Public, Business or Criminal Justice Administration or other close related field may be substituted for up to one year of the required experience.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





Prior to appointment, candidates are subject to fingerprinting and a background investigation.
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