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	DEPUTY CLERK-ADMINISTRATIVE ASSISTANT I/ANALYST I





DEFINITION:


Under general supervision 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 professional general administrative staff class which requires strong analytical skills.  Its primary objective is to assist management in the day-to-day operations of a small office or program unit, or segment of a program or section.  Positions in this class also conduct special studies which typically do not require a depth of technical or specialized skill.  The parameters and methods to be used are normally defined by the supervisor who could be consulted at any time to clarify methods or resolve problems.  Impact is generally limited to an office, unit or section.  Positions in this class may supervise a small staff of clerical personnel.





This class is distinguished from the next lower class, Deputy Clerk-Administrative Trainee in that the latter works under close supervision on assigned tasks, frequently in a single functional area, and is given less discretion in the performance of assigned tasks.  This class is distinguished from the next higher class, Deputy Clerk-Administrative Assistant II/Analyst II in that the latter is considered the journey level, performs under general direction, generally deals with larger, more complex levels of activity, and has moderate impact at the department level.





EXAMPLES OF DUTIES:


May assist in the collection, review, and analysis of budget data including justification for proposed programs, adequacy of program resources, increases in staff and resources, and future revenue available; may assist in collection and analysis of revenue data; ascertain reasons for and resolve variations in expenditures and revenue, review purchase requests, evaluate purchasing versus leasing, monitor inventory control, and monitor vending performance; may estimate increase/decrease in workloads, and staff necessary to perform work; assist in the review and analysis of policies, procedures, legislation, and ordinances; compose memos, letters, reports, manuals, and other documents which communicate office/unit policies and procedures; conduct studies and special projects which may be related to any administrative function; may supervise, document and rate performance of subordinate employees.





MINIMUM QUALIFICATIONS:


Thorough Knowledge of:


	Public and business administration principals and theory including accounting, budget and purchasing methodologies.


	Public personnel administration including merit based civil service practices, labor relations, payroll, classification, and compensation methodologies.


	Research and validation methods.


	Report preparation and writing.


	Office practices including electronic and office automation methods.


	Business English.





General Knowledge of:


	Principles of automated information systems.


	Mathematics and statistics.





Skills and abilities to:


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


	Work 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.


	Communicate effectively orally and in writing.





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 Public, Business, or Criminal Justice Administration or Accounting, or closely related field and one (1) year of administrative experience.  Typical County experience would be those duties and responsibilities commensurate with the class of Deputy Clerk-Administrative Trainee.





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.
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