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		Deputy Clerk-Administrative Services Manager I		Class No.  0690


		Deputy Clerk-Administrative Services Manager II		Class No.  0603


		Deputy Clerk-Administrative Services Manager III		Class No.  0693        





DEFINITION:


Under general direction to serve as head of administrative services or as principal staff assistant to a Court Administrator.  Administrative support services provided may include:   budgeting, fiscal management, personnel management, facilities and resource utilization, long range planning, organizational/management studies, management information/EDP systems, and general administration.





CLASS CHARACTERISTICS:


Deputy Clerk-Administrative Services Manager I, II:  Responsible for the administrative service activities of a court.


Deputy Clerk-Administrative Services Manager III:  Responsible for the administrative service activities of a court and manages a series of complex staff services in addition to Administrative Services.





EXAMPLES OF DUTIES:


Assists the Court Administrator in establishing and implementing organizational policies and procedures for court operations; monitors effectiveness of policies and procedures and makes revisions or recommendations for improvement as appropriate; may direct and coordinate the fiscal and analytical operations of the Court which may include, but are not limited to, the functions of budgeting, fiscal control, accounting, purchasing, personnel, grant preparation and analysis, contract administration, capital improvements and data processing; may supervise subordinate supervisors of operational programs or administrative support activities in the organization served; selects, trains, evaluates and disciplines staff; explains new policies, procedures, methods and systems; serves as reference for substantial problems; may conduct or directs complex studies pertaining to a variety of administrative and operational problems; determines actions appropriate for improvements; advises Court Administrator on findings and methods of effective solution; may coordinate various activities and programs in assigned area of responsibility with governmental agencies and private entities; may prepare or supervises the preparation of the Court budget; reviews and analyzes budgets of various programs or departments; explains needs and provides justifications for items to the Board of Supervisors; reviews and decides on expenditure requests and budget variances; may coordinate management information/EDP systems to include the non-technical aspects of automation, feasibility studies, equipment and software acquisition, and service contracting; may prepare or supervises the preparation of and reviews grant proposals for various programs and projects of the Court; interfaces with governmental agencies' personnel regarding requirements for obtaining funds and monitoring procedures; presents proposals to various boards and commissions in order to gain approval for programs and projects; may coordinate all audits related to Court or program operation and services; explains procedures to auditors and serves as reference for questions; may review, interprets and analyzes new and proposed legislation; determines effects of legislation on operations and programs the organization serves; advises superiors of findings; takes appropriate action in order to ensure compliance with existing rules and regulations.  Recommends legislation on own initiative or upon request; may attend and represents the department at various governmental and citizen group meetings; makes presentations on various programs and services provided; may manages and directs personnel actions; interviews, hires, assigns, trains and evaluates subordinate supervisors and other personnel; defines and resolves complex work problems; establishes work standards and operational objectives in assigned area of responsibility.





MINIMUM QUALIFICATIONS:


Thorough Knowledge of:


	Fiscal analysis and management.


	Personnel management.


	Program and line item budgeting.


	Payroll administration.


	Cost/benefit analysis.


	Cost accounting.


	Research methodology for the analysis of complex and various data.








General Knowledge of:


	Management information/EDP systems.





Skills in:


	Effective oral and written communication.


	Directing a variety of service functions such as budgeting, support accounting, payroll, fiscal management.


	Analyzing complex problems and logically identifying solutions.


	Planning and coordinating multi-disciplinary work efforts.


	Effective public and interpersonal relations.


	Presenting complex fiscal reports.


	Establishing and maintaining effective public relations with all levels of staff and management.





EDUCATION/EXPERIENCE:


Education, training and/or experience which clearly demonstrate possession of the knowledge and skills stated above.  Examples of such education and experience combinations are:  A Bachelor's or liberal arts degree in public or business administration, economics, statistics, or the social and physical sciences and extensive staff or line experience in a public agency.  To qualify, a candidate would need:  Deputy Clerk-Administrative Services Manager I:  Two years of journey or higher level experience performing general administrative work in Budget Preparation, Personnel Administration,  Fiscal Management and/or Facilities Management as outlined below PLUS one year of supervisory experience.





	1.	Budget Preparation.  Line item and program budget preparation including writing program budget narratives, developing performance indicators, projecting revenues, justify and explaining budget to Board of Supervisors, Financial Management and Auditor and Controller staff.


	2.	Personnel Administration.  Preparing forecasts of departmental personnel needs; providing guidance and recommendations to appointing authorities and top managers on the selection, recruiting and management of employees; managing grievances and disciplinary matters; and payroll supervision.


	3.	Fiscal Management.  Budget maintenance including reviewing and monitoring budget updates (e.g., ARMS), making suggestions to management of action necessary to balance budget, anticipating revenue changes, and conducting cost benefit studies.


	4.	Facilities Management.  Coordinating personnel moves and space studies, performing equipment acquisitions and repairs, coordinating facility maintenance and security, and managing environmental health.





Deputy Clerk-Administrative Services Manager II:  Three years of administrative experience in at least three of the four administrative functions cited above.  One year of such experience must have included supervision of administrative professionals.  Deputy Clerk-Administrative Services Manager III:  Five years of administrative experience in three of the administrative functions cited above.  Three years of such experience must have included supervision of administrative staff.





SPECIAL NOTES, LICENSES OR REQUIREMENTS


License:  Position may require possession of a valid California driver's license by time of appointment or the ability to arrange transportation for field travel.  Employees in this class may be required to use their own personal vehicle.


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


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.


Conflict Of Interest:  Anyone hired into this class will be required to file a Conflict of Interest Statement pursuant to Conflict of Interest Codes.  Such a statement must be filed within thirty (30) days of hiring date.





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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