	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	ANALYST I





DEFINITION:





Under direct supervision, assists in the preparation, development, and monitoring of the budget for the Superior Court; and performs other fiscal/administrative analyses of a routine or non�complex nature, as directed.





CLASS CHARACTERISTICS:





The Analyst I assists in overall analyses and studies relating to Court budgeting, facilities and fiscal matters.  The incumbent is responsible for collecting and analyzing specific fiscal activities of the Superior Court.  It differs from the next higher class of Administrative Assist�ant II in that the latter is the full journey-level professional class and has greater responsibility for the accounting, procurement of equipment and supplies for the Court, and performs more complex administra�tive assignments with minimal supervision.





EXAMPLES OF DUTIES:





Assists in the preparation of Superior Court budget documents and supporting materials as required by the County; reviews and monitors expenditure claims, recommending action to be taken and prepares documents for payment; assists in the preparation of grant proposals for various programs and projects within the Court; interfaces with governmental agencies' personnel regarding requirements for obtaining funds and monitoring procedures; analyzes requests for acquisition of fixed asset and minor equipment; assists in the storage, allocation and distribution of fixed assets and equipment court-wide; reviews and authorizes work orders, requisitions, purchase orders; coordinates with county and state management staff; performs basic administrative assignments or special projects; prepares correspondence, charts, reports and Board letters for higher level review and approval; observes committees and task forces; and performs other administrative assignments as required.





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:





    •	Principles of public administration and planning.


    •	Basic mathematics.


    •	Accounting principles and practices.


    •	Report preparation and writing.





General Knowledge of:





    •	Management information/EDP systems.


    •	Basic statistical concepts and research methodology.





�
Skills and abilities to:





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


    •	Effective public and interpersonal relations.


    •	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.


    •	Effective verbal and written communication.


    •	Compile, analyze, and summarize data.


    •	Comprehend and interpret policies, procedures, manuals and simple contracts of average difficulty.





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 or Business Administration or Accounting, and one (1) year of administrative experience.  Typical County experience would be those duties and responsibilities commensurate with the class of Administrative Assistant I or Analyst I.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





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





Previous Class Title:  Analyst I





County Class Linked To:  Analyst I





Class No.:  0706
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