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	DEPUTY CLERK-ADMINISTRATIVE ASSISTANT/ANALYST III





DEFINITION:


Under general direction to be responsible for assisting higher level management with budget preparation, fiscal management, staffing, special projects and studies, general administration and related work as required.





CLASS CHARACTERISTICS:


This is a highly skilled professional general administrative staff position.  Its primary objective is to advise and assist management in the day-to-day operations of a department or section of a department or conduct complex, special studies.  Positions in this class may supervise a staff of clerical or other administrative support personnel.





This class is distinguished from the next lower class, Administrative Assistant II, in that the latter functions in a smaller or less complex environment and is generally not given the latitude to determine, without review, how resources will be employed to identify and resolve administrative or organizational problems.  Work is of moderate complexity for the Administrative Assistant II class.  This class is distinguished from the next higher class, Deputy Clerk-Principal Administrative Analyst or Deputy Clerk-Administrative Services Manager I, in that the latter classes generally provide second level supervision to administrative assistants and/or analysts.





EXAMPLES OF DUTIES:


Coordinates administrative activity to support management in the delivery of services; may prepare Court budget; monitors expenditures and revenue to assure compliance with appropriations;  monitors, analyzes and reports variances; prepares recommendations for improved administrative procedures and monitors their implementation; prepares reports, proposals, manuals and other documents for management which communicate Court policies and procedures; may supervise clerical and/or administrative staff; initiates appropriate staffing and fiscal arrangements in support of Court plans and objectives; drafts correspondence and board letters for Court Administrator's signature; represents the Court Administrator at designated meetings; participates on various committees and/or task forces concerned with matters involving Court administration, management, fiscal/budgetary and personnel; performs special assignments at the direction of the Court Administrator having complex and sensitive issues requiring resolution.





MINIMUM QUALIFICATIONS:  


Thorough Knowledge of:


	Budgeting principles.


	Principles and practices of public administration and management.


	Principles of public personnel administration.


	Various types of administrative support resources.


	Principles and practices of supervision, office methods and procedures.


	Data collection, analysis and display.


General Knowledge of:


	Principles of automated information systems.


	Principles of cost/benefit analysis.


	Basic mathematics, statistical analysis.


	Report writing techniques.


	County and Court functions, organization and operations.





Skills:


	Develop, understand and manage information systems.


	Problem solve and make effective decisions.


	Organize, manage, direct, supervise and assign activities within budgeting, staffing and time constraints.


	Schedule, assign and review the work of others.


	Understand, interpret, develop and apply administrative policies and procedures governing various established administrative functions.


	Compile, compute and summarize data relate to the acquisition, distribution and utilization of administrative support resources.


	Communicate effectively orally and in writing.


	Conduct and facilitate meetings.


	Gain the cooperation of associates and subordinates.





EDUCATION/EXPERIENCE:


Education, training and experience which clearly demonstrate successful application 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, Business or Criminal Justice Administration or closely related field and three (3) years of progressively responsible professional journey level analytical experience.  At least one year of the required experience must include one (1) year at the journey level (Administrative Assistant II or Analyst II with the County or a Court in San Diego County).





SPECIAL NOTES, LICENSES OR REQUIREMENTS:


License:  Some positions in this class require possession of a valid California driver's license or the ability to arrange transportation for field travel. Employees in this class may be required to use their personal vehicle and will be reimbursed for mileage driven related to assigned duties. 





Character:  Applicants must have a reputation for honesty and trustworthiness.  Convictions, depending on the type, number, and recency, may be disqualifying.  Prior to appointment, candidates offered employment may be subject to a background investigation.





Probationary Period:  Incumbents appointed to permanent positions in this class shall serve a probationary period of 2080 hours.





NOTE:	This document is intended to describe the general nature and level of work performed by individuals assigned to this job classification.  It is not intended to provide an exhaustive list of all duties and responsibilities of personnel in all divisions and/or locations so classified, nor is it intended to limit the authority of supervisors or managers to assign or direct the activities of employees.





Conflict of Interest:  Some of those hired as a result of this examination will be required to file a Conflict of Interest Statement pursuant to Conflict of Interest Codes adopted by County agencies and departments and approved by the Board of Supervisors; such statement must be filed within thirty (30) days of hire.
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