Midpeninsula Regional Open Space District

SENIOR MANAGEMENT ANALYST
DEFINITION

Under general direction, manages and coordinatgislyhicomplex and/or agency-wide programs and
special projects, including administrative, budgétancial, and compliance programs; analyzes
programmatic practices and procedures and develogpsmplements recommendations for operational,
policy, and procedural improvements; oversees amutucts needs analyses, feasibility studies, and
evaluations for assigned programs; oversees, gejedammarizes, and maintains administrative axudlfi
records; fosters cooperative working relationstdpsong District departments and acts as a liaisdim wi
various community, public, and regulatory agencies} performs related work as required.

SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from assigned supeyvie management personnel. Exercises direct and
general supervision over administrative and offiapport staff.

CLASSCHARACTERISTICS

This is the advanced journey-level class in the &f@ment Analyst series. Incumbents plan, develop,
and implement policies and procedures for a vadgétyepartment and/or District-wide programs, iclahg
budget administration, contract administration, aggament analysis, and program evaluation. Incuteben
facilitate and support the work of departmental agament staff by conducting day-to-day administeati
support activities and by providing an expert-levesource for financial, procedural, and operationa
analyses and studies. Responsibilities includdopemg diverse, specialized, and complex work
involving significant accountability and decisioraking responsibility, and may involve frequent @mht
with the public. This class is distinguished fréme Management Analyst by performing more complex
and challenging duties and assignments, on a Elistide level, requiring a high level of experierael
technical expertise.

EXAMPLES OF ESSENTIAL FUNCTIONS (lllustrative Only)

Management reserves the right to add, modify, change, or rescind the work assignments of different
positions and to make reasonable accommodations so that qualified employees can perform the essential
functions of the job.

» Conducts a variety of analytical and operationadiss regarding District activities, including colew
financial, budget, procedural, operational, or adstiative issues or questions; identifies and
evaluates alternatives, makes and justifies recordat®ns, and assists with the implementation of
changes after approval; prepares comprehensiveypatid procedure manuals and technical records
and reports.

» Assists in developing goals, objectives, polic@ecedures, work standards, and administrativeralont
systems for district-wide systems and processes.

» Coordinates the preparation and administratiorhefliudget for the District; monitors and controls
fiscal expenditures and revenues; conducts budgkfiaancial studies and analyses; participates in
development and implementation of short- and largit financial plans, budget objectives, and
performance measures; tracks the adopted budgetpasphres periodic budget reviews for
submission to District departments, managementtta&oard of Directors.
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Develops and presents the District's annual andyea operating and capital budgets; prepares
preliminary budget estimates, including salary aedefits projections; conducts meetings with the
General Manager, Board of Directors, and departrheaids to evaluate revenue and expenditure
requests and keep all parties apprised of isshafienges, and recommended resolutions.

Assists with coordination of updates to the Distsitategic planning goals, objectives, policias] a
programs.

Plans, coordinates, and performs professional-khlinistrative and programmatic work in such areas
as financial administration and reporting, databas@agement, contract administration, management
analysis, public information, and program evaluatio

Plans, oversees, and administers highly complesiapgrograms and projects; develops and manages
budgets; directs aspects of legal and regulatomyptiance; participates on various program and/or
project committees and may present committee re@ndations to the Board of Directors.

Serves as a liaison to employees, public, and fgrigaganizations, community groups, and other
organizations; provides information and assistaiocéhe public regarding assigned programs and
projects; receives and responds to complaints aastigpns relating to assigned area of respongibilit
reviews problems and recommends corrective actions.

Participates in the development and implementatibmew or revised District programs, systems,
procedures, and methods of operation; compiles amalyzes data and makes recommendations
regarding staffing, equipment, and facility needs.

Ensures assigned areas are in compliance with &e@ate, and local and District laws, regulatjons
and professional practices.

Prepares and submits Board of Director agendatepad various other commission, committee, and
staff reports, resolutions, ordinances, and coamdgnce regarding assigned activities.

Plans, organizes, assigns, supervises, and revlavsvork of assigned administrative and office
support staff, evaluates employee performance, selanemployees, and effectively recommends
initial disciplinary action; assists in selectiamdgpromotion; trains staff in work procedures.

Assists with and coordinates and organizes commenints; explains District policies and programs.
Participates on a variety of interdisciplinary coittees and commissions and represents the District

a variety of community and stakeholder groups.

Communicates orally, in writing, or through graph@presentations and statistical summaries with
colleagues, managers, employees, the public, aggueimployee groups, and representatives of various
organizations.

Performs other duties as assigned.

QUALIFICATIONS

Knowledge of:
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Project and/or program management, analytical gesase and report preparation techniques.
Organizational and management practices as apfai¢de analysis, evaluation, development, and
implementation of programs, policies, and proceslure

Research and reporting methods, techniques, amequces.

Finance and accounting principles and proceduresluding developing, implementing, and
administering a large agency-wide budget.

Recent and on-going developments, current liteeatand sources of information related to the
operations of the assigned department.

Applicable Federal, State, and local laws, regmatmdes, ordinances, and procedures relevant to
assigned area of responsibility.

Principles and practices of employee supervisioduding work planning, assignment, review and
evaluation, discipline, and the training of staffvork procedures.

Effective communication methods and techniquesuislip presentations.
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Modern office practices, methods, computer equigmemd computer applications related to work,
including word processing and spreadsheet software.

» Principles and procedures of record keeping andrtieg.

» English usage, spelling, vocabulary, grammar, amtfuation.

» Techniques for providing a high level of customervice to public and District staff, in person and
over the telephone.

Ability to:

» Assist in developing and implementing goals, oljest practices, policies, procedures, and work
standards.

» Develop, implement, manage, and monitor Districddmt requiring a high-level of District,
department, and team collaboration.

» Plan, coordinate, and oversee programmatic admatiig, operations, budgeting, and fiscal reporting
activities.

» Plan and conduct effective management, adminigaéind operational studies from management staff
with minimal direction.

» Conduct research on a wide variety of administeatopics including contract feasibility, budget and
staffing proposals, and operational alternatives.

» Analyze, interpret, summarize, and present admatigse and technical information and data in an
effective manner.

» Evaluate and develop improvements in operatiormquiures, policies, or methods.

» Prepare clear and concise reports, correspondpoligies, procedures, and other written materials.

» Interpret, apply, and explain applicable Federdates and local policies, procedures, laws and
regulations.

» Supervise, train, plan, organize, schedule, assigiew, and evaluate the work of staff.

» Understand the organization and operation of thetridf as necessary to assume assigned
responsibilities.

» Effectively represent the department and the [Ristih meetings with governmental agencies,
community groups, and various businesses, profesisiand regulatory organizations, and in
meetings with individuals.

» Establish and maintain a variety of filing, rec&mkeping, and tracking systems.

» Organize and prioritize a variety of projects andltiple tasks in an effective and timely manner;
organize own work, set priorities, and meet criticae deadlines.

» Operate modern office equipment, including compuésuipment and specialized software
applications programs.

» Use English effectively to communicate in persaorerahe telephone or radio, and in writing.

» Use tact, initiative, prudence, and independengjuent within general policy, procedural, and legal
guidelines.

» Establish, maintain, and foster positive and eiffectvorking relationships with those contactedhe t

course of work.

Education and Experience:
Any combination of training and experience that would provide the required knowledge, skills, and
abilitiesis qualifying. A typical way to obtain the required qualifications would be:

Equivalent to graduation from an accredited collegeuniversity with major coursework in business
administration, public administration, or a relatéeld and five (5) years of professional analykica
budget, financial, or administrative managementeegpce.
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Licenses and Certifications:
» Possession of a valid California Driver's License.

PHYSICAL DEMANDS

Must possess mobility to work in a standard offie¢ting and use standard office equipment, inclydin
computer; vision to read printed materials andrapater screen; and hearing and speech to commenicat
in person, before groups, and over the telephohkis is primarily a sedentary office classification
although standing in work areas and walking betwserk areas may be required. Finger dexterity is
needed to access, enter, and retrieve data usiognputer keyboard or calculator and to operatedsiah
office equipment. Positions in this classificatioccasionally bend, stoop, kneel, reach, push,parid
drawers open and closed to retrieve and file in&tiom. Employees must possess the ability to lift,
carry, push, and pull materials and objects weighip to 25 pounds.

ENVIRONMENTAL ELEMENTS

Employees work in an office environment with modenaoise levels, controlled temperature conditions,
and no direct exposure to hazardous physical suteta Employees may interact with upset staff@and/
public and private representatives in interpreting enforcing departmental policies and procedures.

EFFECTIVE: December 2011
REVISED: N/A
FLSA: Exempt



