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Cty of San Jose

EXECUTI VE ANALYST |1 (U) (1636)
EXECUTI VE ANALYST || (U) (Part Tine) (1637)

CLASS PURPGCSE

Under direction, perforns professional |evel adninistrative and anal ytic
wor k of
considerable difficulty in executing progranms and projects in |egislative
coordi nation and rel ated
areas. Performs related work as required.

TYPI CAL DUTI ES AND RESULTS (Any one position may not include all the duties
listed, nor
do the exanples cover all the duties which nmay be performed.)

Devel ops information in conjunction with the City's |egislative
representatives on potentia
| egi sl ative acti ons.

Reviews bills introduced at state and federal levels to identify those which
may i npact the
Cty.

Anal yzes significant pending | egislation, determ nes need for input from
departnments, and
coordi nates conpl eted anal yses.

Researches City policy to determ ne consistency of economic and |egislative
actions with
established City goals, objectives, priorities and policy guidelines.

Coor di nates recommendation for formal City position and Gty Council action
on significant
pendi ng | egi sl ati on.

Identifies and details City policy on assigned issues.

Gat hers, organi zes and evaluates data relating to grant prograns and ot her
federal and state
programs whi ch may affect San Jose, and may coordi nate proposal preparation
i mpl enent ati on
pl ans and nonitoring systemw th operating departnents.

Prepares a variety of reports, explains and defines report reconmendations
and concl usi ons.

Coor di nat es devel oprment and preparation of Cty-sponsored state or federa
| egi sl ati on.

Coordi nates preparation and subm ssion of Cty-sponsored resolutions to
League of
California Cities and National League of Cities, and reviews League-proposed
resolutions to
recommend City position when appropriate.

Adm ni sters contracts for legislative informati on and servi ces.

Devel ops and nonitors departnental budget.

May use automated networks to obtain informati on and di ssemnmi nate sel ected
i nformation



to departnments and City Council
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DI STI NGUJI SHI NG CHARACTERI STI CS

An incunmbent of this class reports to the City Manager or designee and
per f or ns
adm ni strative and anal ytic functions involving sensitive issues as well as
br oad know edge of
the City. This class differs fromother generalized staff functions in the Cty
Service in that an
i ncumbent of this class conducts conpl ex assignnents for the City Manager. This
class differs
fromthat of Executive Assistant | (U) in that incunmbents of the latter class
perform under
general supervision, adnministrative work of noderate difficulty.

QUALI FI CATI ONS
M ni mum Know edges, Skills and Abilities

Know edge of mnodern principles of organization, admnistration and
managenent .

Knowl edge of report witing techniques and the principles of editing.

Know edge of city government functions and probl ens, and of genera
| egi sl ative processes.

Know edge of financial nanagenent, preferably including governnental
fi nanci ng.

Ability to collect, conmpile, analyze and interpret data.

Ability to understand, interpret and apply instructions, rules and
regul ati ons.

Ability to establish and maintain effective working relationships with
ot hers.

Ability to express oneself clearly and concisely, both orally and in
witing, and to edit witten
mat eri al s.

Conpet ency Know edges, Skills and Abilities

Know edge of state and federal |egislative processes and the |oca
gover nnent arena.

Ability to gather and array, process and anal yze data concerning a variety
of probl ens.

Ability to conceive and effectively propose or suggest solutions to
budget ary, organizationa
and other rel ated probl ens.

Ability to prepare studies and reports concerning conplex matters and
situations.

Trai ni ng And Experience



Any conbination of training and experience equival ent to successful
conpl etion of a
Baccal aureate Degree from an accredited college or university in business or
public
admnistration or a closely related field; and two (2) years of increasingly
responsi bl e
prof essi onal staff analytic or adm nistrative experience at the |evel of Analyst
| with the City of
San Jose.
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