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Class Definition 
 
Under direction, performs the most complex professional administrative work at the expert level for a 
department or on a Commission-wide basis.   Primary duties and responsibilities of the position include 
management of diverse and complex programs and functions, and development and implementation of 
policies, procedures, and programs, in one or more of the following:  human resources, budget and financial 
analysis, purchasing and contract administration, management analysis, or other related areas of 
administrative management.   
 
Employees are assigned special or unusually difficult projects, typically of controversial and/or of high 
importance to the Commission, and whose resolution may establish new precedent in program 
administration; where new policies and practices within the Administrative field and the industry need to be 
evaluated and possibly established; where new program development is required; or other projects of 
equivalent scope and difficulty.   
 
As highly experienced and expert specialists, employees are responsible for performing all aspects of an 
assignment within their program area including researching or developing facts, analyzing situations, 
applying appropriate standards, guides, rules, or laws (often developing such procedures for the first time), 
and taking or recommending appropriate actions, Workers independently plan and arrange their work, 
coordinate work efforts with others as necessary, and confer with others within and outside of the 
Commission as the need arises.  The work requires strong analytical and communications skills, and is 
reviewed primarily on the basis of soundness of decisions, actions taken, and the employee’s effectiveness 
in providing services to Commission departments and officers. May supervise the work of clerical, technical, 
paraprofessional, or professional staff.  Performs other related duties as assigned. 
 
Examples of Important Duties 
 
Management Analysis 
 
1. Conducts a wide variety of complex management studies dealing with diverse subjects, and develops 

and implements management policies, procedures, and practices.  
 
2. Serves as project coordinator with staff and managers to define and refine study objectives; selects 

appropriate analytical techniques and develops methods and procedures for accumulating required 
data and drawing valid conclusions. 

 
3. Prepares reports and makes recommendations to enhance the effectiveness of organizational 

structures, management functions, administrative procedures, programs, and policies.  Presents and 
elaborates upon recommendations and conclusions to committees, Commission officials, and others 
as appropriate. 

 
4. Reviews technical literature, interviews managers and employees, meets with vendors, and conducts 

surveys.   
 
5. Evaluates current and proposed systems, and estimates cost and impact of management 

alternatives. 
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Budget and Financial Analysis 
 
1. Administers budget for a department.  Analyzes revenues and expenditures, program requirements, 

staff recommendations, and management directives to develop budget requests and supporting 
documentation.  Makes oral presentations to explain and justify budget requests. 

 
2. Designs and implements administrative procedures to monitor and control major program or function 

expenditures including expenditure patterns.  Estimates revenues and expenditures. Recommends 
reallocation of funds and other actions to stay within budget.   

 
3. Researches and gathers data from various sources to prepare complex, long- and short-term 

Commission-wide financial projections. 
 
4. Performs financial analyses of major Commission-wide projects, such as cash flow projections for 

revenue-producing facilities, including data on funding sources, historical financial information, 
statistical information, and funding and expenditure projections.   

 
5. Administers a complex grant or program.  Researches grant programs and other funding sources, 

and develops and submits proposals or reports.  Conducts training of staff in the development of 
documentation and compliance standards of the programs. 

 
Human Resources 
 
1. Serves as departmental human resources representative; Administers human resources function(s), 

such as recruiting, compensation, employee benefits, training and development, classification, etc.  
Coordinates with Human Resources Division to develop plans for recruiting job applicants.  
Administers and coordinates employee selection criteria.  

 
2. Advises managers of policies and procedures and recommends actions to resolve personnel issues 

(e.g., grievances, disciplinary actions, performance problems).  Reviews and recommends approval 
of complex personnel actions.  Recommends and administers human resources policies and 
procedures.  Counsels employees, investigates employee grievances, and recommends corrective 
action. 

 
3. Performs complex analyses in the administration of human resource duties.   Makes 

recommendations based on analysis and develops implementation procedures. Conducts job 
evaluations to recommend appropriate classification.   

 
4. Develops and administers a variety of employee training and service programs.  Coordinates with 

other units, divisions, departments, other government agencies, and contractors to develop and 
implement programs.  

 
Purchasing and Contract Administration 
 
1. Coordinates and implements the procurement of a wide variety of goods and services including 
 construction, professional services, commodities, high tech equipment, and supplies.   
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Purchasing and Contract Administration (cont.) 
2. Negotiates complex contracts either individually or as part of a team.  Issues instructions to and 

solicits technical information from contractors and vendors to develop bid specifications for the most 
complex types of services or equipment.  Monitors contractor performance, interprets contracts, and 
suspends and terminates contracts as appropriate. 

 
3. Administers purchasing function for a department.   Develops and implements policies and 

procedures for controlling purchasing through bids, purchase orders, and petty cash.  Reviews and 
approves the most complex bids and purchase orders, and negotiates contract proposals and 
change orders.  Approves payments to vendors and contractors. 

 
Important Worker Characteristics  
 
Considerable knowledge of:  (1) budgeting; (2) management analysis; (3) supervision; (4) human resources; 

(5) purchasing and contract administration; (6) statistical analysis; (7) business management; and 
(8) Commission activities, organization, policies, and procedures. *   

 
Skill in operation of:  office equipment, including personal computer with applicable software. 
 
Ability to:  (1) solve complex problems involving many variables; (2) analyze data; (3) negotiate contracts; (4) 

write technical and complex reports and correspondence; (5) use proper spelling, punctuation, and 
grammar; and (6) make effective oral presentations. 

 
 *Developed primarily after employment. 
 
 
Minimum Qualifications 
 
1. Bachelor's degree in business administration, management, or related subject; and 
 
2. Six years of progressively responsible administrative experience related to the needs of the 

department to which the position is assigned; or 
 
3. An equivalent combination of education and experience. 
 
Working Conditions 
 
Works in office environment that is adequately lighted, heated, and ventilated.  Considerable pressure to 
meet deadlines. 


