	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	ANALYST II








DEFINITION:





Under general supervision, performs routine to moderately complex statistical tasks requiring the collection, processing and presentation of various court data; maintains files and records; communicates with court personnel and with employees of public agencies about proper reporting procedures; and performs other duties as required.





CLASS CHARACTERISTICS:





This is a one-person position responsible for maintaining the Superior Court's statistical reporting system and is involved primarily with descriptive statistics.  The incumbent is expected to possess a wide variety of statistical skills and abilities, as well as a mastery of the reporting process and regulations for the court system.





EXAMPLES OF DUTIES:





Collects, reviews, sorts, updates and edits summaries, condition of calendar and assistance reports submitted by Court staff; prepares routine calculations using electronic calculators and computerized data processing systems; designs and prepares questionnaires, charts, tables and graphs; codes reports and other information for key entry or data processing; may batch forms for key entry by outside vendors; compiles findings and weighted caseload filings to assist in analyzing judicial staffing studies; compiles or verifies tabulations for monthly and fiscal year reports; assists the courts in interpreting regulations on proper reporting procedures; corroborates and validates the information collected; and other duties as assigned.





MINIMUM QUALIFICATIONS:





Knowledge of:





    •	Principles and procedures of collecting statistical data.


    •	Sampling methods commonly used in the collection and analysis of data.


    •	Standard methods of data analysis, probability, multivariate techniques, and time and series analysis.


    •	Standard computer statistical packages.


    •	Reporting regulations for the Superior Court.





Skills and abilities to:





    •	Devise statistical data collection and tabulation procedures.


    •	Find patterns or rules of arrangement in a given series or sequence of numbers, letters, objects, or symbols.


�
    •	Identify a relationship among a group of items (e.g. words, numbers, objects, or pictures) and determine which items belong or do not belong together.


    •	Analyze information and situations, develop appropriate solutions, and adopt an effective course of action.


    •	Prepare technical and statistical reports.


    •	Draw inferences and interpret numerical data presented in graphs, charts, diagrams, or tables.


    •	Communicate effectively, both in writing and verbally.


    •	Establish and maintain effective working relationships with members of the judiciary, staff, and the general public.


    •	Operate computer terminals, word processors, and electronic calculators.





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 the equivalent to graduation from college with a major in statistics, or closely related field which included coursework in mathematics and statistics, and two years of statistical or research experience involving collection, tabulation, and analysis of data.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





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





Previous Class Title:  Analyst II





County Class Linked To:  Analyst II





Class No.:  0563
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