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	DEPUTY CLERK-ADMINISTRATIVE TRAINEE





DEFINITION:


Under immediate supervision to perform the less difficult budget, personnel, program evaluation, and research and analysis work and to perform related professional administrative duties as required.





CLASS CHARACTERISTICS:


This is the beginning level class in the professional administrative assistant or analyst class series. 


Most work is performed in compliance with Court and County-wide operating policies and procedures or State and Federal regulations.  Incumbents exercise little discretion in assisting in the administrative support activities of the various departments.  Specific instructions as to methodologies to be used are given and, as experience is gained, more difficult assignments are given.





EXAMPLES OF DUTIES:


Reads, writes, interprets, and analyzes the impact of policy directives, regulations, and procedures; conducts a variety of personnel and organization studies; plans projects; researches information, compiles and analyzes data; prepares flow charts, organization charts, workload statistics, and data displays; assists in budget preparation and accounting for expenditures and requisitions for purchases; prepares estimates of production, service, personnel, revenue and costs increases and decreases; maintains inventory control; assists in personnel selection processes, the administration of civil service examinations, position classification, and labor relation activities; oversees the maintenance, storage, and destruction of records; assists in identifying and implementing data processing and office automation applications; prepares proposals, contracts, reports, and recommendations; proofreads text and check figures; coordinates activities with other divisions and departments; and assists the public in obtaining services and information from County/Court departments.





MINIMUM QUALIFICATIONS:





General 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.


	Government organization.


	Office practices including electronic and office automation methods.


	Mathematics and statistics.


	Business English.





Skills and Abilities to:





	Compile, analyze and draw conclusions from data.


	Read, interpret, follow, or draft legislation, regulations, or policy and procedures.


	Prepare written recommendations, reports, data displays, cost projections, and proposals.


	Establish cooperative working relationships.


	Communicate effectively with co-workers, officials, and citizens.


	Exercise good judgment.


	Follow oral and written instructions.





EDUCATION/EXPERIENCE:





Education, training and/or experience which clearly demonstrate possession of the knowledge, skills, and abilities stated above.  An example of education which would be considered qualifying is a Bachelor's degree in Public, Personnel, Criminal Justice or Business Administration, Economics, or a closely related field.  A combination of directly related college level coursework and experience may also be considered qualifying.  Previous experience must have included responsibility for research and analytical work, personnel, budget, and program evaluation assignments.





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.


 


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





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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