LOS ANGELES COMMUNITY COLLEGE DISTRICT CLASS SPEAQFATION
PERSONNEL COMMISSION CLASS CODE 5084

5083(C)

ASSISTANT ADMINISTRATIVE ANALYST
ASSISTANT ADMINISTRATIVE ANALYST (Confidential)

DEFINITION

Performs a variety of general professional adnmaitiste staff work of moderate complexity related to
the business, technological, and operational dgietsvof a major administrative division.

TYPICAL DUTIES

Performs a variety of professional-level adminisgeastudies of moderate complexity related to sirea
such as administrative policies, procedures, pgEEssystems, reports, surveys, organizational
structure, facilities and equipment utilization,afhg, budgeting, finance, contract and
procurement, and educational or student programsearvices.

Conducts research investigations and studies adusoperating, fiscal, and educational activibés
the District.

Gathers, compiles, verifies, analyzes, and coeslahformation and presents data in graphic,
pictorial, tabular, written, and oral form.

Resolves problems, discrepancies, and respondsjtiries related to the business, technological, an
operational activities of the assigned administeativision.

Provides technical assistance and training to staffnatters related to the business, technological,
and operational activities of the assigned adnratiste division.

Assists in developing new and improved procedunesrating practices, and processes for assigned
areas.

Effectively utilizes the capabilities and functiooisstandard and specialized office software appbos
such as data management, spreadsheet, presendaitbmord processing in completing assigned
projects.

Writes instructions, procedures, guides, and mannablving the administrative, technological, and
operational activities of an assigned organizationd.

Prepares reports, presentations, and other comatignis containing descriptive, analytical, and
evaluative content including the preparation obremendations based on findings.

Confers with District and college staff regardirgsigned projects and may make recommendations
based on findings.

May oversee the maintenance of records.
May expedite requests for the purchase, instalabo repair of equipment, tools, or materials.

May assist in preparation of contracts for materiahd services by obtaining and assembling
information for bid specifications.

May provide work direction to clerical staff.
Performs related duties as assigned.
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DISTINGUISHING CHARACTERISTICS

An Assistant Administrative Analyst performs professional administrative staff worknodderate
complexity related to the analysis of systems andquures, organization and management, work-flow
and distribution, work simplification, and improvent in efficiency in a major administrative divisio
Employees are continuing to learn skills in preppanafor promotion, but are expected to work withou
continuous review and supervision.

An Administrative Intern performs professional administrative staff workaafintroductory nature in
preparation for career advancement to higher-lemalyst positions in a major organizational unit.
Work assignments are related to the analysis ¢ésysand procedures, organization and management,
work-flow and distribution, work simplification, dnmprovement in efficiency. Work assignments are
well defined and subject to continuous review garégress and results.

An Administrative Analyst analyzes and devises solutions to complex problefated to the
analysis of systems and procedures, organizatidnngamagement, work-flow and distribution, work
simplification, and improvement in efficiency innaajor administrative division. Employees in this
class work at a journey-level and are expected twkwndependently and without immediate
supervision.

SUPERVISION

Immediate supervision is received from an acadeadiministrator or classified administrator or
manager. Work direction may be exercised ovegassi technical and clerical staff.

CLASS QUALIFICATIONS

Knowledge of

Principles and practices of business and publicrigtration and personnel management

District business procedures, processes, and pslp@rtinent to assigned area

Methods of statistical analysis and presentation

Principles of work methods and distribution

Basic organizational systems design and analysis

Basic finance methods and procedures

Basic methods and techniques cost analysis

Basic Business and contract law

Research methods and techniques

Capabilities of computer systems, software, andware used in the business and operational
activities of the assigned administrative division

Computer software such as word-processing, spreatisiatabase management, and desktop
publishing

Techniques of data collection and analysis

Fact-finding methods and procedures

Basic principles of training

Recordkeeping procedures
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Ability to:

Gather pertinent facts and data, make thorouglysemland arrive at sound conclusions

Make accurate observations and obtain objectivanmétion

Interpret and apply laws, rules, regulations, pesicand procedures pertinent to assigned area

Effectively utilize computer equipment, softwaragdananagement information systems in the
performance of duties

Apply statistical methods of analysis and predittio

Prepare and present reports in written, oral, gcajgimd tabular form

Make routine presentations in a group setting

Train and provide technical assistance to others

Plan and organize work to meet deadlines

Work effectively and cooperatively with District rmadhistrators, employees, and
representatives of public and private agencies

Learn specialized software applications

ENTRANCE QUALIFICATIONS

Education and experience

A. Graduation from a recognized four-year college niversity preferably with a major in
business administration, public administration, cadional administration, management
information systems, or a closely related field.

AND

One year of professional-level full-time paid expece in business administration,
educational administration, research, businesgsgstand processes, or a related field.

OR
B. A master's degree from a recognized college or emity with a major in public

administration, business administration, educati@daninistration, management information
systems, or a closely related field.

Special

A valid Class “C” California driver’s license.
Access to an automobile.
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