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Class Definition

Under direction, performs professional management analysis for the
purpose of solving complex management problems to enhance the
effectiveness, efficiency or productivity of operational systems within
the Commission.  Recommends organizational and functional changes.
Serves as "internal consultant" on management matters.  Performs other
related duties as assigned.

Examples of Important Duties

1. Conducts a wide variety of complex management studies dealing with
diverse subjects (e.g., office automation, productivity problems
as related to people or equipment, development/revision of
policies and procedures).

2. Serves as project coordinator with staff, primarily department
heads and managers, to define and refine study objectives; selects
appropriate analytical techniques, and develops methods and
routines for accumulating required data and drawing valid
conclusions.

3. Evaluates effectiveness of existing programs in accomplishing
stated objectives. Recommends adjustments accordingly.

4. Conducts surveys, interviews or other research. 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, groups, Commission
officials, and intra-county bodies.

5. Provides assistance to senior individuals in various departments
in the resolution of management or special knowledge problems; the
preparation of complex forms, reports, or manuals; the formatting
and writing or editing of policy and regulatory materials for
relevance and clarity.

6. Keeps abreast of new concepts in the management field and applies
with concepts to Commission work where applicable.

Important Worker Characteristics

A. Extensive knowledge of (l) the theory, principles, and practices 
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Important Worker Characteristics (Continued)

of public management; (2) management analysis, especially design
and analytical and validation techniques; (3) Commission
organization, functions, policies and procedures*; (4) knowledge
of the capabilities of computer hardware and software and
telecommunications theory.

8. Skill in operation of (l) micro-computer; (2) user-friendly
software; (3) calculator.

C. Ability to (l) analyze complex problems, accumulate and analyze
data related to problems, and recommend effective resolutions; (2)
prepare concise and comprehensive reports; (3) communicate
effectively, orally and in writing, with Commission officials,
other employees; and officials of other agencies.

* Developed primarily after employment in this class.

Minimum Qualifications

1. Bachelor's degree or four years experience in Business or Public
Administration; analytical work in management analysis; and

2. Five years of progressively responsible experience in management
analysis; or related experience; or

3. An equivalent combination of education and experience.  A Master's
degree may substitute for two of the five years experience in #2.

Working Conditions

Works in office.


