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Cl ass Definition

Under general supervision, with substantial independence or as a team

member, performs professional managenent analysis of nore than routine
difficulty. Apples standard anal ytical techniques and procedures to a
vari ety of assigned situations and problens. Collects and researches

raw data, analyzes and eval uates data for possible application in the

Comm ssi on, prepares reports and recommendati ons on study findings to

appropriate authorities. Creates and revises Comm ssion-w de policies
and procedures (adm nistrative practices) as directed or as Conm ssion
adm nistrative policy changes. Perfornms other related duties as

assi gned.

Exampl es of | nportant Duties

1. Has maj or responsibility, in cooOperation with departnments, for
creating and devel opi ng, editing and keeping current Comm ssion-
wi de adm ni strative regulations (practices that nust be legally
defensible) that frequently entail in-depth studies. Carries out
such procedural studies fromwhich Comm ssion adm nistrative
regul ations evolve. Reviews procedures and adm nistrative
processes for possible sinplification, machine application, or
abol i shment. Presents for approval, explains and defends proposed
policies and recommendati ons and publications (e.g., agency
recruitment booklet) to the Executive Commttee, Planning Boards
and to the Conmi ssion.

2. Conducts studies for limted projects or parts of mmjor projects,
for departnments and divisions of the Comm ssion, supplenmenting
reports and recommendati ons with conputer mathematical studies as
appropriate; collects current data, analyzes and eval uates
statistical recomrendati ons. Conducts ]d and researches necessary
data as part of larger, nore conplex managenment studi es inpacting
Comm ssi on deci si on- maki ng.

3. Conducts followup studies to determ ne effectiveness of
I mpl ement ed procedures.

4. Participates in preparation of the Comm ssion budget (including
cover design); in reconciliation of budget figures in departnmental
budgets, proofreads and edits same; prepares division budget
proposal and processes budget data through conmputer applications.
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Exanpl es of Inportant Duties (Continued)

5. Keeps abreast of new technol ogy, adm nistrative concepts in the
managenent field and office equi pnent for potential application
wi thin the Comm ssion.

6. Is the alternate departnmental classifier.

| nportant Worker Characteristics

A. Know edge of (1) the basic principles of public managenent
anal ysis; (2) statistical techniques and conputer applications;
(3) policies, procedures, techniques and practices of npdern
managenment; (4) Conm ssion organization functions, policies and
procedur es*.

B. Skill in operation of (1) mcro conputer*; (2) user-friendly
sof tware*; (3) cal cul ator

C. Ability to (1) analyze routine problens and reconmend sol uti ons;
(2) performroutine statistical analysis; (3) prepare concise and
conprehensive reports; (4) communicate effectively with others.

* Devel oped primarily after enploynent in this job class.

M ni mum Qualifications

1. Bachel or' s degree in Business Adm nistration, Public
Adm ni stration or Managenment Science; or four years of experience
i n business/public adm nistration, including analytical work in
managenent anal ysis or

2. An equi val ent conbi nati on of education and experi ence.

Wor ki ng Condi ti ons

Wrks in office.



