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Staff Analyst I1I
(Fire/Special
SAN BERNARDING Class Code:

COUNTY DiStI‘iCtS 43072
Department)

Bargaining Unit: Non Represented

COUNTY OF SAN BERNARDINO
Revision Date: Jan 27, 2012

SALARY RANGE

$28.62 - $39.46 Hourly
$4,960.80 - $6,839.73 Monthly
$59,529.60 - $82,076.80 Annually

DEFINITION:

THIS IS A FIRE/SPECIAL DISTRICTS DEPARTMENT CLASSIFICATION ONLY

Under general direction, conducts research and analytical studies involving operations and
programs of the District served; studies include recommendations for development,
implementation or improvement to programs or operations that may result in new or
revised policies, procedures, systems, or programs.

DISTINGUISHING CHARACTERISTICS:

This is the journey level class in the Staff Analyst series. Positions at this level are
characterized by their ability to recommend and implement solutions to a variety of complex
problems that cover the full scope of District activities. Positions may provide routine
supervision for a small clerical or technical support staff. Analytical problem solving is the
main component of this position.

Positions in this class are distinguished from the Budget Officer level in that the latter

provides more responsible analytical support to top-level management involving diversified
programs and complex financial relationships.

EXAMPLES OF DUTIES:

1. Plans and coordinates studies of administrative and operational activities, which
includes the following: fiscal operations; budget preparation and control; equipment usage;
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staff patterns; work flow; space utilization; affirmative action and training plans; writes
reports and recommendations for appropriate action based on analysis of gathered data.

2. Analyzes and makes recommendations in the development of various budgets and
fiscal procedures; justifies and presents less complex budgets; controls District purchases
and expenditures; reviews financial data on an on-going basis to ensure conformance with

established guidelines; recommends and establishes fiscal procedures to improve District
operations based on cost.

3. Recommends and establishes contract forms and procedures; develops and processes
bid proposals and agreements; interprets contract terms and monitors adherence;
recommends solutions to contractual problems.

4. Researches methods necessary for specific grant proposals; prepares grant applications
and all subsequent follow-up; recommends and monitors procedures for grant
implementation.

5. Develops and recommends various policies and procedures upon request; develops
written procedures to implement adopted policy or to clarify and describe standard
practices; designs or improves forms to expedite procedures; coordinates the publication
and dissemination of same.

6. Develops District training plans; coordinates organizational staff development needs
and District requirements; administers training budget.

7. Participates in various meetings and presents requested and independently gathered
data to assist management in making administrative and operational decisions.

8. May direct and train subordinate clerical and technical personnel in routine matters;
assign and evaluate work.

9. Reviews present and pending legislation to determine effect on District operations and
presents recommendations in verbal or written form.

10.Prepares a variety of reports, records, correspondence, and other documents.
11.Provides vacation or temporary relief as required.

12.Provides other duties as required.

REPRESENTATION UNIT:

Non-Represented

SALARY RANGE:
N39

MINIMUM REQUIREMENTS:

Education: A Bachelor's degree from an accredited college or university, preferably in
Public or Business Administration, Finance, Economics, or other related field.
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-- AND --
Experience: Two (2) years (full-time equivalent) of professional level administrative
experience performing analytical duties in support of billing, collections, budgets, and
finance.
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