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City of San Jose

GRADUATE STUDENT | NTERN (PT) (U) (7661)

CLASS PURPOSE

Under general supervision, perfornms a variety of professional admnistrative
wor k of noderate difficulty in
assisting in various functions such as work management and generalized staff
anal ysi s, budget preparations, review
and anal ysis, and organi zati onal devel opnent, systens or personnel analysis.
Perforns rel ated 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 my be perforned.)

Participates in analysing the organization, adm nistration, operations and
functions of City departnents.

Participates in the preparation, review, and adninistration of operating or
capi tal budgets by doing such work as
assenbling and anal yzi ng data, structure, functions, practices and program
activities as they relate to financia
operations.

Perfornms research and data collection used in work flow studi es and ot her
departnental functions.

Conducts studies and assists in the preparation of proposed resolution of
probl ems i n budget and personnel as
they relate to organizational devel opnent, operations and met hods.

Perfornms records conpilation, formrevisions, filing systens and procedures
and assists in other studies and
reports preparation.

Performs other research and anal ysis and prepares reports and
reconmendat i ons.

DI STI NGUI SHI NG CHARACTERI STI CS

This class consists of persons temporarily enployed to make or conduct a
special inquiry, investigation
exam nation or installation, or to render professional, scientific or technica
services of an occasional or exceptiona
character. The class is an adjunct class to the Anal yst series and ot her
prof essi onal adm nistrative classifications.
The class is designed for students who are enrolled in a recogni zed col |l ege or
university for conpletion of a Masters
degree. This class differs fromthe Student Intern class in that the latter
requires nore direct supervision and
performs work of routine difficulty.



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

Knowl edge of the general principles of public or businesss administration,
i ncl udi ng budget, finance, business
statistics, managenent and adm ni strative methods, personnel adm nistration
procurenent and general staff work and
reporting.
Knowl edge of nobdern principles of organization, adm nistration, and
managenent .
Know edge of report witing techniques and the principles of editing.
Know edge of basic statistical methods.
Knowl edge of basic general research techniques and their application.
Knowl edge of city governnment functions and probl ens.
Know edge of conputer usage and its applications.
Ability to collect, conpile, analyze and interpret data.
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Conpet ency Know edges, Skills and Abilities:

Ability to apply principles of public or business adm nistration to problens
in work and devel op wor kabl e
sol utions.

Ability to express oneself clearly and concisely, both orally and in
writing.

Ability to establish and naintain effective working relations with others.

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

Ability to assist other enployees in technical and procedural activities.

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

Ability to use automated data processing applications to conmpile and anal yze
data and present information.

Trai ni ng and Experi ence:

Any conbi nati on of training and experience equivalent to conpletion of a
Bachel or' s Degree and current
enrollment in a Masters degree program from an accredited college or university
in business or public admnistration
or closely related field.

Li censes and Certificates
Possession of a valid driver's |icense authorizing operation of a notor

vehicle in the state of california may be
required in performng job duties.
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