COUNTY OF SOLANO
ASSI STANT COUNTY ADM NI STRATOR

Est. 9/95
DEFI NI TI ON
Under admnistrative direction, pl ans, organi zes and coordi nat es
County-w de nanagenent services including budget developnent, program
review, legislative analysis and policy devel opnent functions; serves as
a nenber of and advisor to the County's managenent team

DI STI NGUI SHI NG CHARACTERI STI CS

This single position class is characterized by the responsibility to
assist the County Adm nistrator in the nmanagenent of County activities and
to supervise a professional staff which provides consultation on fisca
managenent, program devel opment and evaluation to County managers. The
i ncunbent has overall responsibility for fiscal mnanagenent, and is
responsi bl e for designated prograns and projects.

EXAMPLES OF DUTI ES

Duties may include but are not limted to the follow ng:

l. Pl ans, or gani zes and supervi ses t he Count y-wi de budget
devel opnent / expendi ture review and progr ani service del i very
eval uation; legislative analysis and policy devel opnent activities.

2. Directs and coordinates the activities of the professional staff;
assists with the coordination of other County activities and
services as directed by the County Adm nistrator.

3. Anal yzes and eval uat es nmanagenent concerns, operational difficulties
and program i npl ement ati on; nakes reconmendati ons concerni ng program
effectiveness and return on resources invested; nmonitors the
i mpl emrentation  of plans and policies designed to increase
oper at i onal per f or mance and ef ficiency; pr epar es pr oposed
| egi slation and rel at ed docunent s; represents t he County
Adm nistrator at neetings/functions as directed or as required.

4. Prepares or assists in the preparation of the Board of Supervisors
agenda itens and rel ated docunents; represents County Adm nistrator
at Board neetings; provides staff support at Board neetings; makes
presentations before the Board of Supervisors, as needed.

5. Supervi ses and coordinates large County capital projects; conducts
i nvestigations and special studies in order to anal yze the inpact of
alternative policies and procedures on County operations; reviews
departnental reports and proposals and nmakes recomendations to the
County Adm ni strator.
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EXAMPLES OF DUTI ES (conti nued)

6. Confers with representatives of other public agencies and private
busi nesses on matters of nutual interest; negotiates or assists in
the negotiation of contracts; answers inquires from the public
and/ or representatives of other public/private agencies; confers
wi th nanagenent of other departnments to resolve problens crossing
departnental |ines.

7. Devel ops and presents short and/or |ong-range fiscal plans which may
include analysis of alternative funding/financing mechanisns,
revenue sources/projections, expenditure patterns, service delivery
alternatives, economc forecasts and other infornmation needed to
reach conclusions; presents findings and reconmendations to the
County Adm nistrator and the Board of Supervisors.

8. Acts on behalf of and represents the County Adm nistrator in his/her
absence; rmaybe assigned additional admnistrative, supervisory
and/ or managerial responsibility.

QUALI FI CATI ON GUI DELI NES

Educati on _and/ or Experi ence

Ext ensi ve professional |evel |ocal public sector experience which included
budget developnment and financial analysis coupled wth additiona
education and/or training which denonstrates possession of and conpetency
in requisite know edge and abilities. Typi cal qualifying education and
experi ence woul d be:

A Bachelor's Degree in public or business administration or
related field and five years of progressively responsible
public sector experience in admnistration and/or financial
anal ysis and program eval uati on, one year of which nust have

i ncluded supervision of professional staff. Addi ti ona
gqualifying experience nmay substitute for the required
educat i on. A Master's Degree in public admnistration

business admnistration or <closely related field my be
substituted for one year of the required experience.

Knowl edge/ Abilities

Consi derabl e knowl edge of the principles and practices of public
adm nistration as applicable to County governnment including the areas of
budgeting, finance, personnel, procurenent, contracting, productivity
i nprovenent; interpersonal and intergovernnental relations; principles and
practices of supervision.

Thorough  know edge  of the laws and regulations governing the
adm ni strati on and nanagenment of County governnent in California; nethods
which encourage efficient and effective program operations; cost
contai nment techni ques; nethods of assessing and devel oping prograns to
nmeet the needs of the general public and target groups.
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Know edge/ Abilities (Continued)

Wr ki ng knowl edge of the political and econom c environment of the Sol ano
County area; the organization, progranms and adm nistrative challenges of
t he County of Sol ano.

Ability to plan, organi ze, devel op and eval uate County prograns; interpret
direction and enforce policies and required by the County Adm nistrator

represent the County Administrator in dealing with the public,
contractors, enployees and representatives of other agencies; pronote
efficiency and effectiveness of prograns and operational systens; devel op
and present operating budgets, |egislative agendas, and plans to inpl enent
policies of the County Adm nistrator and Board of Supervisors; devel op and
mai ntai n cooperative working relationships with the Board of Supervisors,
enpl oyees, nenbers of the public, local legislators, representatives of
ot her governnmental agencies and industry; assist in developing and
inplementing an effective public relations and information program
communi cate effectively both verbally and in witing; collect and anal yze
data to draw |ogical conclusions and nake appropriate recomendations;
determine the appropriate course of action in enmergency or stressful
situations; assist in the development and inplenmentation of operational
policies and procedures; denonstrate tact and di pl omacy; devel op goal s and
objectives; help determine and comunicate priorities; determne and
evaluate levels of achievenent and performance; work effectively wth
ot hers who have objectives counter to assigned role; effectively del egate
authority to others, as required or directed; recognize and respect limt
of authority and responsibility.

SPECI AL REQUI REMENTS

Possession of a valid California ass Cdriver's |license nay be required.

SUPPLEMENTAL | NFORVATI ON

| ndependent travel may be required.
I ncunbents may be required to work outside normal business hours.

I ncunbents nust conply with Section 8500 et seq of the California
Covernnent Code relating to financial disclosure.

Depart ment Head
Dat e
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